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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   COURT  ROOM  CLERK  CODE:   B152 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  keeping  civil  and  criminal  court  records; 
processes  legal  documents  and  materials  for  Superior  Court  activities;  schedules  cases 
to  come  before  the  court;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Individuals  in  class  B152  Court  Room  Clerk  are  responsible  for  performing  highly 
specialized  legal  clerical  work  for  the  Superior  Court.  Positions  in  this  class  provide 
administrative  assistance  to  the  judiciary  in  the  courtroom  and  issue  and  file  a  variety 
of  legal  papers. 

EXAMPLES  OF  DUTIES: 

1.  Prepares  judge's  and  court  clerk's  daily  calendars  with  pleadings,  depositions, 
and  other  necessary  papers  prior  to  the  hearing  of  cases. 

2.  Conducts  drawing  of  juries  and  swears  in  members,  collects  jury  fees  and  arranges 
for  juror's  pay;  obtains  jury  instructions  requested  by  counsel  for  court  to  accept  or 
reject;  swears  in  witnesses  and  interpreters;  marks  and  arranges  exhibits  for  display; 
prepares  verdicts  of  civil  and  criminal  trails  for  court  and  counsel  approval;  remains 

in  attendance  during  jury  deliberation;  polls  jury,  enters  abstract  of  all  court  proceedings 
-n  register  of  actions;  notifies  parties  of  court  decisions  and  judgments. 

3.  Examines  legal  documents  for  correctness  of  form  and  format,  sufficiency  of  infor- 
1  and  conformance  with  legal  filing  procedures  of  the  County  Clerk's  Office; 

1.  .stains  control  records  of  the  cases  assigned  to  a  judge  as  they  are  filed. 

k.      Files,  indexes  and  enters  in  the  register  of  actions  proceedings  of  the  criminal 
court;  accepts  bail,  issues  releases  for  prisoners;  maintains  ledger  account  and  an  index 
of  deposits,  withdrawals  and  bail  forfeited;  receives,  indexes  and  maintains  records  of 
exhibits  submitted  in  criminal  cases. 

5.  May  do  research  for  the  court;  keeps  statistics  and  prepares  records  and  reports 
concerning  the  work  of  the  court;  advises  judge  as  to  legal  time  limit  for  ruling  on 
submitted  matters. 

6.  Issues  and  files  a  variety  of  legal  papers;  certifies  and  issues  copies  of  superior 
court  records;  prepares  examplification  of  records  and  issues  abstracts  of  judgments; 
prepares  documents  for  judge's  signature. 

7.  Assists  in  general  work  of  County  Clerk's  Office  when  not  engaged  in  court  room 
duties;  may  assist  in  the  training  of  new  employees. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by  four 
years  of  responsible  clerical  experience,  including  one  year  of  experience  in  legal  or 
court  work  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  good  knowledge  of:   Court  procedures  and 
practices;  departmental  rules  and  regulations;  modern  office  practices  and  techniques. 


CLASS  TITLE:   COURT  ROOM  CLERK  CODE:   B152 

MINIMUM  QUALIFICATIONS:   (continued) 

Requires  ability  to:   Record  court  proceedings  accurately  in  a  legible  handwriting; 
exercise  good  judgment  in  evaluating  situations  and  carrying  out  directives  of  the 
court;  maintain  confidential  court  records  and  prepare  prescribed  reports;  perform  simple 
typing;  establish  effective  working  relationships  with  members  of  the  legal  profession 
and  the  public . 

AMENDED:   1-22-79 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO  ,CuMENTS  DEPT. 

DEPARTMENT  OF  HUMAN  RESOURCES  nov  q  g 

H-1  FIRE  RESCUE  PARAMEDIC  PUBlicTIbrT0 


Definition: 


Under  general  supervision,  responds  to  fire  alarms  and  other  emergencies  and 
engages  in  life  support  and  life  saving  activities;  performs  fire  prevention  duties; 
maintains  station  quarters  and  equipment;  staffs  an  ambulance  to  provide  initial 
emergency  medical  care  in  a  prehospital  setting;  evaluates  and  administers  advanced 
first  aide,  life  support  and  life  maintenance  measures  in  accordance  with  Emergency 
Medical  Service  Agency  policies  and  procedures,  including  CPR,  definitive  and 
therapeutic  care  at  or  during  transport  of  persons;  may  perform  duties  of  either 
ambulance  driver,  paramedic  attendant,  dispatcher,  or  other  related  duties  as  required. 

Distinguishing  Features: 

This  is  the  entry/journey  level  paramedic  classification  in  the  Fire  Services.  It  reports  to 
the  respective  Engine  Company  Officer  or  Fire/Paramedic  Captain  in  the  Emergency 
Medical  Services  Division.  Fire  Rescue  Paramedic  is  distinguished  from  the 
Firefighter/Paramedic  class  by  its  primary  duties  as  a  paramedic  attendant,  ambulance 
dispatcher  and  ambulance  driver.  It  is  further  distinguished  from  Firefighter/Paramedic 
by  the  tetter's  dual  responsibility  for  firefighting  and  paramedic  duties. 

Supervision  Exercised:    None. 

Examples  of  Important  and  Essential  Duties: 

The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Responds  to  fire  alarms  and  other  emergencies;  may  operate  a  variety  of  firefighter 
vehicular  equipment  at  the  scene  of  fires,  including  ladders,  pumps,  hoses,  nozzles, 
gauges  and  other  firefighting  or  emergency  equipment. 

2.  Maintains  inventory  of  fire  fighting  equipment;  ensures  that  the  emergency  vehicle  is 
fully  equipped  and  prepared  for  service;  conducts  tests  of  biological  equipment,  checks 
and  restocks  medical  supplies  and  cleans  the  vehicles. 

3.  Assists  with  fire/ground  operations  and  activities  for  saving  lives  and  property, 
including  medical  scene  size-up,  assessing  medical  needs,  establishing  medical 
command  post,  reporting  to  incident  commander  or  company  officer  and  implementing 
medical  ICS;  participates  in  rescue  activities  in  a  variety  of  situations;  renders  first  aide, 
treatment  for  shock,  cardiac  compression,  resuscitation  and  loss  of  blood  prevention. 


H.1  FIRE  RESCUE  PARAMEDIC 
Examples  of  Important  and  Essential  Duties:  Jconti 


4.  Responds  to  trauma  or  medical  emergencies;  performs  primary  and  secondary 
evaluation  of  patients  to  assess  conditions,  triages  in  major  disasters;  administers 
proper  procedural  emergency  treatment;  institutes  emergency  care  and/or  advance  life 
support  to  stabilize  patient  conditions,  including  cardiac  pulmonary  resuscitation, 
defibrillation,  drug  administration,  invasive  procedures  and  definitive  therapy. 

5.  Transports  all  persons  in  need  of  medical  care  to  and  from  medical  sites 

6.  May  assist  with  fire  suppression  support  duties,  including  replacement  of  air  bottles 
and  other  firefighting  protection  equipment,  fire/ground  communications,  fire  hose  lines 
lay  out  and  pump  operation,  serve  as  incident  information  resource  and  clean  up  crew. 

7.  When  assigned  to  the  Communications  Center,  responds  to  telephone  reauest  for 
ambulance  service  and  dispatches  appropriate  units;  provides  medical  emergency 
information  and  referrals;  informs  Paramedic  Supervisor  of  division  incidents; 
coordinates  communications  network  for  multiple  medical  and  disaster  emergencies. 

8.  Maintains  accurate  records  of  EMS  division  activities  and  billing  information;  testifies 
in  a  court  of  law  regarding  EMS  activities  as  required;  provides  public  relations  services; 
serves  as  lead  worker  to  orientate  and  assess  the  ability  of  new  Fire  Rescue  Paramedic 
personnel  to  function  independently,  conducts  EMS  training  as  assigned. 

9.  Performs  salvage  duties  to  protect  property  from  damage  by  fire,  water  or  other 
causes;  inspects  residences,  places  of  business,  public  assemblage,  schools,  and 
hospitals  to  insure  compliance  with  fire  codes,  ordinances,  laws  and  regulations; 
participates  in  fire  prevention  activities  to  ensure  fire  and  life  safety. 

10.  Maintains  security  watch  at  fire  stations,  records  fire  alarms  and  monitors 
communications  equipment,  conducts  tests,  operates  and  monitors  radio,  lighting, 
alarm  systems  and  other  related  equipment;  dispatches  fire  units;  participates  In 
company  drills,  training  and  physical  fitness  programs. 

1 1 .  When  assigned  to  the  fireboat  crew,  maintains,  inspects  tests  and  operates 
firefighting  equipment  aboard  the  boat;  participates  in  lifeboat  drills  and  firefighting 
duties. 


H-1  FIRE  RESCUE  PARAMEDIC 


Job-related  and  Essential  Qualifications: 

Knowledge  of:  Procedures  and  practices  in  emergency  rescue;  current 
paramedic  techniques  in  both  field  and  hospital  settings;  ambulance  mechanical 
equipment  and  routine  preventive  maintenance. 

Ability  to:  Quickly  evaluate  emergency  situations;  administer  proper  life  support 
and  life  saving  measures;  safely  drive  an  ambulance;  operate  a  wide  variety  of 
emergency  equipment  and  complex  technical  apparatus  with  a  high  degree  of  dexterity; 
communicate  clearly  and  logically  in  written  and  oral  form. 

Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  ana  abilities  would  be: 

Experience:  Current  employment  as  2532  Paramedic. 

Training:  Hign  school  diploma  or  GED. 

License  or  Certificate:  Possession  and  maintenance  of  a  valid  Paramedic 
license  issued  by  me  State  of  California  EMS  Authority,  valid  ambulance  driver's  license 
and  California  driver's  license  restricted  class  3. 

Special  Requirement:  Essential  duties  require  the  following  physical  skills  and 
work  environment:  Ability  to  work  in  hazardous  and  dangerous  situations;  must  maintain 
superior  physical  strength,  agility  and  stamina  to  carry  out  rescue  duties  in  inclement 
weather,  from  heights,  in  tunnels,  water  or  other  potentially  risky  conditions.  Must 
administer  life  support  or  life  saving  treatment  to  emergency  patients  or  victims  of  fire. 


ADOPTED:        h/\fch  17;   1997 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   H-2  FireFighter  CODE:   H2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  responds  to  fire  alarms  and  engages  in  firefighting 
and  related  activities  for  the  saving  of  life  and  property;  responds  to  a  variety  of 
other  emergency  situations  involving  public  safety;  acts  on  individual  initiative 
under  emergency  conditions;  may  be  assigned  duties  in  connection  with  fire  preven- 
tion activities;  maintains  station  quarters  and  equipment  and  performs  related  duties 
as  required. 

Requires  responsibility  for:   Following  established  departmental  rules,  regu- 
lations and  procedures  in  connection  with  firefighting  activities  as  well  as  a  var- 
iety of  related  laws,  codes  and  procedures;  contact  with  the  public  in  connection 
with  fire  prevention  and  inspection  activities. 

EXAMPLES  OF  DUTIES: 

1.  Responds  to  fire  alarms  and  other  emergencies;  operates  or  assists  in  the 
operation  of  a  variety  of  firefighting  vehicular  equipment  at  the  scene  of  fire  or 
other  emergency;  operates  a  variety  of  ladders,  pumps,  hoses,  hydrants,  gauges  and 
related  firefighting  or  emergency  equipment. 

2.  Maintains  firefighting  equipment  such  as  hoses,  nozzles,  and  related 
equipment;  inventories  and  tests  firefighting  equipment. 

3.  Renders  first  aid,  including  treatment  for  shock,  prevention  of  loss  of 
blood,  cardiac  compression,  resuscitation;  participates  in  rescues  of  persons  in  a 
variety  of  hazardous  situations;  performs  salvage  operations  to  protect  property  from 
damage  by  fire,  water,  or  other  causes. 

4.  Inspects  residences,  places  of  business  and  public  assemblage,  schools,  and 
hospitals  to  insure  compliance  with  fire  codes  and  related  laws  and  ordinances. 

5.  Stands  station  watches,  records  fire  alarms,  monitors  communications  equip- 
ment; tests,  operates  and  monitors  radio,  lighting,  alarm  systems  and  related  equip- 
ment; dispatchs  firefighting  units;  maintains  security  watch  at  fire  stations. 

6.  Performs  custodial  duties  in  station  quarters;  participates  in  company 
drills  involving  current  and  new  firefighting  techniques,  and  in  departmental  train- 
ing and  physical  fitness  programs. 

7.  When  assigned  to  a  fireboat  crew,  maintains,  inspects,  tests  and  operates 
firefighting  equipment  aboard  fireboat;  participates  in  drills  involving  lifeboats 
and  performs  general  seaman's  duties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school  supplemented  by 
two  years  of  full-time  paid  work  experience  or  a  combination  of  training  and  experi- 
ence judged  to  be  equivalent. 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge  comparable  to 
the  level  of  achievement  at  the  completion  of  the  12th  grade. 

Requires  the  ability  to:   Read,  understand  and  retain  Fire  Department  general 
orders,  rules,  procedures,  also  fire,  housing,  building  and  related  codes  and  fire- 
fighting manuals;  write  and  speak  effectively;  meet  the  public  as  a  representative 
of  the  Fire  Department. 

Requires  mechanical  aptitude  sufficient  to  learn  the  manipulation  and  operation 
of  a  wide  variety  of  fire  Department  tools,  equipment  and  complex  technical  apparatus, 
all  requiring  higher  than  average  manual  dexterity. 

Requires  superior  physical  ability,  including  strength,  agility  and  stamina. 

Requires  ability  to  qualify  for  the  basic  first  aid  certificate  as  required  by 


CLASS  TITLE:   FIREFIGHTER  CODE:   H2 

MINIMUM  QUALIFICATIONS:   (contd) 

statutes  of  the  State  of  California 

License:  A  valid  California  driver's  license,  Class  1,  2,  or  3  is  required. 

PROMOTIVE  LINES: 

To  :   H4  Inspector,  Bureau  of  Fire  Prevention  and  Public  Safety 
H6  Investigator,  Bureau  of  Fire  Investigation 
H20  Lieutenant 

From:   Original  entrance  examination 
Retitled:  7/1/77 


ISSUED:   2/28/72 


DOCUMENTS  DEPT. 

NOV  0  6  1997 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

H-3  FIRE  FIGHTER/PARAMEDIC 

Definition: 

Under  general  supervision,  responds  to  fire  alarms  and  engages  in  firefighting  activities 
for  the  saving  of  life  and  property;  performs  fire  prevention  duties;  maintains  station 
quarters  and  equipment;  staffs  an  ambulance  to  provide  initial  emergency  medical  care 
in  a  prehospital  setting;  evaluates  and  administers  advanced  first  aide,  life  support  and 
life  maintenance  measures  in  accordance  with  Emergency  Medical  Service  Agency 
policies  and  procedures,  including  CPR,  definitive  and  therapeutic  care  at  or  during 
transport  of  persons;  may  perform  duties  of  either  fire  suppression,  ambulance  driver, 
paramedic  attendant,  dispatcher,  or  other  related  duties  as  required. 

Distinguishing  Features: 

This  is  the  journey  level  in  the  firefighter  and  paramedic  class  series.  It  reports  to  the 
respective  Engine  Company  Officer  or  Fire/Paramedic  Captain  in  the  Emergency 
Medical  Services  Division.  Firefighter/Paramedic  is  distinguished  from  the  Fire  Rescue 
Paramedic  class  by  its  dual  responsibility  for  firefighting  and  paramedic  functions.  It  is 
further  distinguished  by  the  tetter's  primary  duties  as  paramedic  attendant  and 
ambulance  dispatcher. 

Supervision  Exercised:    None. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Responds  to  fire  alarms  and  other  emergencies;  operates  a  variety  of  firefighter 
vehicular  equipment  at  the  scene  of  fires,  including  ladders,  pumps,  hoses,  nozzles, 
gauges  and  other  firefighting  or  emergency  equipment. 

2.  Maintains  inventory  of  fire  fighting  equipment;  ensures  that  the  emergency  vehicle  is 
fully  equipped  and  prepared  for  service;  conducts  tests  of  biological  equipment,  checks 
and  restocks  medical  supplies  and  cleans  the  vehicles. 

3.  Participates  in  rescue  activities  in  a  variety  of  situations;  renders  first  aide,  including 
treatment  for  shock,  cardiac  compression,  resuscitation  and  loss  of  blood  prevention. 


H.3  FIREFIGHTER/PARAMEDIC 
Examples  of  Important  and  Essential  Duties:  fcont)      . 

4.  Responds  to  trauma  or  medical  emergencies;  performs  primary  and  secondary 
evaluation  of  patients  to  assess  conditions;  triages  in  major  disasters;  administers 
proper  procedural  emergency  treatment;  institutes  emergency  care  and/or  advance  life 
support  to  stabilize  patient  conditions,  including  cardiac  pulmonary  resuscitation, 
defibrillation,  drug  administration,  invasive  procedures  and  definitive  therapy. 

5.  Transports  all  persons  in  need  of  medical  care  to  and  from  medical  sites. 

6.  When  assigned  to  the  Communications  Center,  responds  to  telephone  request  for 
ambulance  service  and  dispatches  appropriate  units;  provides  medical  emergency 
information  and  referrals;  informs  the  Fire/Paramedic  Captain  of  division  incidents; 
coordinates  communications  network  for  multiple  medical  and  disaster  emergencies. 

7.  Maintains  accurate  records  of  EMS  division  activities  and  billing  information;  testifies 
in  a  court  of  law  regarding  EMS  activities  as  required;  provides  public  relations  services; 
serves  as  lead  worker  to  orient  and  assess  the  ability  of  new  Fire  Rescue  Paramedic 
personnel  to  function  independently;  conducts  EMS  training  as  assigned. 

8.  Performs  salvage  duties  to  protect  property  from  damage  by  fire,  water  or  other 
causes;  inspects  residences,  places  of  business,  public  assemblage,  schools,  and 
hospitals  to  insure  compliance  with  fire  codes,  ordinances,  laws  and  regulations; 
participates  in  fire  prevention  activities  to  ensure  fire  and  life  safety. 

9.  Maintains  security  watch  at  fire  stations  and  records  fire  alarms,  monitors 
communications  equipment;  conducts  tests,  operates  and  monitors  radio,  lighting, 
alarm  systems  and  other  related  equipment;  dispatches  fire  units;  participates  In 
company  drills,  training  and  physical  fitness  programs. 

10.  When  assigned  to  the  fireboat  crew,  maintains,  inspects,  tests  and  operates 
firefighting  equipment  aboard  the  boat;  participates  in  lifeboat  drills  and  firefighting 
duties. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:  Methods  and  techniques  in  firefighting;  procedures  and  practices 
in  fire  rescue;  knowledge  of  fire  prevention,  housing  and  building  codes;  current 
paramedic  techniques  in  field  and  hospital  settings;  ambulance  mechanical  equipment 
and  routine  preventive  maintenance 

Ability  to:  Apply  rules  and  procedures  prescribed  in  the  fire  fighter  manuals; 
quickly  evaluate  emergency  situations,  administer  proper  life  support  and  Irfe  saving 
measures,  safely  drive  a  fire  or  ambulance  vehicle;  operate  a  wide  variety  of  fire  tools, 
equipment  and  complex  technical  apparatus  with  a  high  degree  of  dexterity; 
communicate  clearly  and  logically  in  written  and  oral  form 


H-3  FIREFIGHTER/PARAMEDIC 


Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  and  abilities  would  be: 

Experience:  Current  employment  as  H-2  Firefighter  or  H-1  Fire  Rescue 
Paramedic. 

Training:  High  school  diploma  or  GED. 

License  or  Certificate:  Possession  and  maintenance  of  a  valid  paramedic 
license  issued  by  the  State  of  California  Emergency  Medical  Services  Authority,  valid 
ambulance  driver's  license  and  California  driver's  license  restricted  class  3. 

Special  Requirement:  Essential  duties  require  the  following  physical  skills  and 
work  environment:  Ability  to  work  in  hazardous  and  dangerous  situations;  must  maintain 
superior  physical  strength,  agility  and  stamina  to  carry  out  rescue  duties  in  inclement 
weather,  from  heights,  tunnels,  water  or  other  potentially  risky  conditions.  Must 
administer  life  support  or  life  saving  treatment  to  emergency  patients  or  victims  of  fire. 


ADOPTED:       march  17,   1997 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  TECHNICAL  TRAINING  SPECIALIST,  FIRE  DEPARTMENT      CODE:  H-16 

Under  administrative  direction,  provides  technical  assistance  to  the 
Division  of  Training;  organizes,  directs,  and  coordinates  video  and  computer 
related  services,  including  but  not  limited  to,  Video  Assisted  Training 
material,  video/photo  documentation  of  fires  and  other  emergencies.  Provides 
other  technical  assistance  as  requested  by  the  Division  of  Training  or  Chief 
of  Department. 

EXAMPLES  OF  DUTIES: 

Document  training  and  training  methods;  research,  write,  produce,  and  edit 
video  assisted  training  material;  document  fires  and  other  emergencies; 
provide  technical  assistance  to  the  Arson  Squad;  develop  video  training 
applications  and  systems;  manage  all  video  equipment  and  video/photo  programs; 
develop  computerized  training  information  management  systems;  create  computer 
generated  forms  and  training  material;  develop  computer  generated  performance 
evaluation  training  material;  develop  computer  generated  performance 
evaluation  systems;  revise  and  develop  examinations,  training  manuals,  and 
other  training-related  material;  create  statistical  training  data  for 
probationary  and  in-service  firefighters;  produce  recruitment  and  public 
information  programs;  plan  and  organize  ceremonial  functions  (inductions, 
graduations,  and  promotions);  prepare  speech  outlines;  collect,  assemble  and 
prepare  the  annual  training  budget  for  the  Division  of  Training;  work  on 
special  projects  as  requested  by  the  Director  of  Training  and  the  Chief  of 
Department. 

PROMOTIVE  LINES:   NO  NORMAL  LINES  OF  PROMOTION  -  POSITION  EXEMPT  FROM 
EXAMINATION  UNDER  THE  PROVISIONS  OF  CHARTER  SECTION  3.540. 


ADOPTED:   3-20-89 
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SAN  FRANCISCO  CIVIL  SERVICE   COMMISSION 

(NEW  CLASS) 

CLASS  TITLE:   COORDINATOR  OF  COMMUNITY  SERVICES  CODE:   H-18 

Under  general  direction,  assists  the  Chief  of  the  Fire  Department  in 
the  formulation  of  community  relations  policies  and  procedures;  coordinates 
community  relations  activities  of  the  department  with  a  variety  of  com- 
munity and  neighborhood  groups;  implements  affirmative  action  policies  in 
areas  of  recruitment  and  promotion;  may  assist  in  the  development  of 
affirmative  action  programs;  maintains  liaison  with  the  Mayor's  Office  on 
a  variety  of  City  programs  including  the  Summer  Youth  Program,  manpower 
programs  and  school  visitation  program;  maintains  liaison  with  the  American 
Red  Cross  on  emergency  services;  represents  the  Fire  Department  on  the 
Human  Rights  Commission. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination  under 
the  provisions  of  Charter  Section  3.540  and  3.542. 


ADOPTED:   June  20,  1977 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   OPERATIONS-TRAINING  SUPERVISOR,  AIRPORT  CODE:   H-19 

Under  general  direction,  develops  and  maintains  an  ongoing  program  of  training 
and  orientation  for  firefighters  located  at  San  Francisco  International  Airport 
and  performs  various  administrative  duties  in  support  of  the  Assistant  Chief, 
Airports  Division.   Conducts  individual  and  divisional  training  needs  assessment, 
establishes  and  maintains  formal  orientation  and  training  programs,  conducts 
training  sessions  and  simulated  emergency  drills,  coordinates  crash-fire-rescue  (CFR) 
drills  and  operations  with  other  airport  personnel;  performs  budgetary,  personnel  and 
other  administrative  duties  as  assigned. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination  under  the 
provisions  of  Charter  Section  3.540  and  3.542. 


ADOPTED:   1-18-82 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   LIEUTENANT,  DIVISION  OF  TRAINING  CODE:   H-28 

Under  general  direction  and  supervision  and  as  a  member  of  the  Director  of 
Training's  staff,  assists  in  the  development,  organization,  coordination,  and 
conduct  of  department  training,  education  and  evaluation  programs  for 
probationary  and  in-service  firefighters  and  officers. 

Duties  shall  include  but  not  be  limited  to:  training  and  testing  new  San 
Francisco  Fire  Department  recruit  firefighters;  on-going  training  of 
in-service  firefighters,  officers,  companies  and  units;  training  of  San 
Francisco  Fire  Department  Active  Reserve  and  Ready  Reserve  firefighters; 
creation,  preparation  and  maintenance  of  appropriate  training  materials 
including  lesson  plans,  training  bulletins,  borchures  and  forms;  design  and 
development  of  performance  evaluation  systems,  forms  and  procedures;  revision 
and  maintenance  of  the  department  training  manual  program;  preparation  and 
presentation  of  classroom  lectures  and  instruction  in  firefighting  and  rescue 
techniques  and  procedures;  preparation  and  classroom  lectures  on,  e.g.,  human 
relations/conflict  resolution,  stress  management,  public  education,  cultural 
awareness,  mediation  of  grievances,  etc.;  preparation  of  training  notes, 
reports  and  other  data  and  documentation  regarding  the  accomplishments, 
qualifications  and  needs  of  recruit  and  in-service  personnel;  preparation  and 
maintenance  of  training/qualifications  records  for  all  department  personnel; 
development  and  implementation  of  driver  training  and  safety  programs; 
performance  of  related  duties  as  required. 

PROMOTIVE  LINES:  NO  NORMAL  LINES  OF  PROMOTION  -  POSITION  EXEMPT  FROM 
EXAMINATION  UNDER  THE  PROVISIONS  OF  CHARTER  SECTION  3.540. 


ADOPTED:   10-17-88 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SPECIAL  SERVICES  OFFICER  CODE:   H-29 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  plans,  organizes  and  directs  the 
selection,  testing  and  repair  of  fire  apparatus  and  equipment;  supervises 
subordinates  in  maintenance  of  inventory  control  and  repair  of  equipment; 
and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  responsible  for  planning  and  supervising  a  program  of 
maintenance,  service,  repair,  purchase  and  replacement  of  automotive  and 
other  equipment  and  supplies  for  the  San  Francisco  Fire  Department.  It 
is  distinguished  from  H-30  Captain  in  that  the  incumbent  serves  in  an 
administrative  support  capacity  as  a  technical  expert  in  equipment 
purchasing,  maintenance  and  repair  and  as  supervisor  of  the  Bureau  of 
Equipment,  while  the  H-30  Captain  serves  as  a  line  officer  overseeing 
firefighting  functions. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed".   (CSC  Rule  7) 

1.  Acts  as  liaison  between  the  Fire  Department  and  the  Purchasing 
Department's  Central  Repair  Shops  in  the  repair  of  Fire  equipment. 

2.  Directs  the  maintenance  of  inventory  control  over  all 
firefighting  tools,  equipment,  materials  and  supplies. 

3.  Supervises  the  testing  and  certification  of  all  Fire  Department 
pumping  equipment  and  ladders  according  to  national  standards. 

4.  Prepares  and  administers  departmental  annual  budget  for  vehicles 
and  equipment. 

5.  Researches  types  of  apparatus  and  equipment  available  for 
firefighting;  contacts  manufacturers  and  vendors;  prepares  specifications 
for  all  vehicles,  apparatus  and  equipment  purchased  by  the  department. 

6.  Directs  subordinates  in  the  performance  of  emergency  repair  of 
Fire  equipment  and  the  maintenance  and  control  of  departmental  records. 


CLASS  TITLE:  SPECIAL  SERVICES  OFFICER  CODE:  H-29 

DESIRABLE  QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills: 

Comprehensive  knowledge  of:  principles  and  practices  of  firefighting 
equipment  maintenance,  purchasing  and  repair;  inventory  control  and 
planning  methods  and  procedures;  principles  and  practices  of  management 
including  supervision,  training,  organizing  and  budgeting;  applicable 
laws,  regulations  and  standards  regarding  the  testing  and  certification 
of  firefighting  equipment. 

Ability  to:  develop  and  implement  a  program  for  the  maintenance, 
selection  and  repair  of  fire  equipment  and  supplies;  plan,  organize  and 
direct  the  work  of  subordinates;  identify  and  interpret  departmental 
equipment  needs  and  implement  effective  solutions;  communicate 
effectively  verbally  and  in  writing  and  establish  effective  working 
relationships  with  subordinates,  departmental  and  other  managers,  vendors 
and  others;  evaluate  specifications  and  other  technical  data  in  order  to 
make  sound  purchasing  recommendations. 

Position  exempt  from  Civil  Service  examination  under  Section  3.540  of 
the  City  Charter. 

A00PIED:   6-16-86 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   H32  CAPTAIN,  DIVISION  OF  FIRE  PREVENTION  AND  INVESTIGATION 

Under  general  direction  of  the  Chief  of  the  Division  of  Fire  Prevention  and 
Investigation  employees  in  this  class  are  responsible  for  the  activities  of  a 
bureau  or  major  organizational  section  within  the  Division  of  Fire  Prevention  and 
Investigation.   Incumbents  supervise  the  staff  of  a  bureau  or  major  section,  make 
assignments  of  work;  review  reports  of  inspectors,  officers,  and  investigators  and 
make  recommendations;  supervise  the  training  of  new  personnel,  and  prepare  annual 
budgets. 

Upon  assignment,  incumbents  may:   (1)  Manage  the  division's  fire  inspection 
activities;  lecture  before  groups  on  fire  prevention,  read  and  interpret  building 
plans  and  specifications  to  insure  compliance  with  State  law  and  City  and  County 
Ordinances;  and  prepare  letters,  instructions  and  recommendations  to  owners  of 
property  relative  to  fire  prevention  and  public  safety  measures;   (2)  Formulate 
and  direct  the  public  education  programs  for  the  Division  of  Fire  Prevention  and 
Investigation  including  the  development  of  programs  for  special  groups,  and 
supervision  of  the  duties  of  inspectors  assigned  to  education  tasks;  or  (3)  manage 
the  division's  fire  investigation  activities;  evaluate  and  assist  in  the  preparation 
of  fire  related  cases  for  civil  and  criminal  court  hearings;  coordinate  the  activities 
of  the  Arson  Task  Force;  and  prepare  letters,  reports  and  instructions  relative  to 
fire  investigations.   Incumbents  perform  related  duties  as  required. 


AMENDED:   Nov.  1,  1982 
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DEPARTMENT  OF  HUMAN  RESOURCES 

H-33  FIRE/PARAMEDIC  CAPTAIN 

Definition: 
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Under  general  direction,  directs  and  supervises  the  activities  of  Fire  Rescue  Paramedic, 
Firefighter/Paramedic  staff  and  other  auxiliary  personnel  in  an  assigned  area,  including 
field  operations,  communications,  training/research,  professional  education,  community 
education/public  information  and  continuous  quality  improvements;  may  perform  duties 
with  specific  clinical  emphasis  including  monitoring  and  assessing  the  clinical 
performance  of  paramedic  staff;  may  research  and  participate  in  education,  counseling 
and  quality  assurance  activities;  investigates  critical  incidents  and  unusual  occurrences; 
coordinates  activities  with  fire  officers  and  chiefs  at  scenes  of  medical  rescue,  fire 
emergencies  and  disasters;  participates  in  special  projects  as  assigned;  and  performs 
other  related  duties  as  required. 

Distinguishing  Features: 

The  Fire/Paramedic  Captain  is  the  mid-management  level  in  the  EMS  class  series.  It 
reports  to  the  respective  Section  Chief  of  the  Emergency  Medical  Services.  It  is 
distinguished  from  the  Section  Chief  by  its  responsibility  for  supervising  the  daily 
activities  of  a  designated  unit  in  the  EMS  Division  through  subordinate  Fire  Rescue 
Paramedic,  Firefighter/Paramedic  staff  and  other  auxiliary  staff. 

Supervision  Exercised: 

This  position  supervises  subordinate  Firefighter/Paramedic,  Fire  Rescue  Paramedic 
and  other  auxiliary  personnel  in  an  assigned  unit. 

Examples  of  Important  and  Essential  Duties: 

The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Participates  in  the  development  of  work  standards,  performance  appraisals  and 
work  plans;  monitors  and  evaluates  subordinate  job  performance;  initiates  appropriate 
actions  including  counseling,  discipline,  commendations  or  other  remedial  actions  as 
necessary. 

2.  Interacts  with  representatives  of  agencies,  city  departments  and  organizations  to 
discuss  matters  regarding  emergency  services,  share  information,  engage  in  joint 
planning,  address  concerns,  resolve  problems  and  issues,  and  develop  quality 
improvement  activities. 


H-33  FIRE/PARAMEDIC  CAPTAIN 


Examples  of  important  and  Eaaential  Duties;  (cont) 

3.  Responds  to  emergencies,  MCls,  and  special  or  complex  prehospital  care  situations 
during  the  day,  night  or  as  needed. 

4.  Meets  regularly  with  management  staff  to  develop  goals  and  objectives,  report 
status  and  performance  of  designated  unit!  discuss  problems  of  assigned  areas  of 
responsibility. 

5.  In  conjunction  with  fire  suppression  company  officers,  supervises  the  emergency 
medical  support  personnel  at  the  scene  of  a  fire,  including  supervision  of  fire/ground 
operations  and  communications,  replacement  of  air  bottles  and  protective  firefighting 
equipment,  setting  up  fire  hose  lines  and  pump  operation,  providing  incident 
information,  resource  personnel  and  clean  up  crews. 

6.  Assists  with  supervision  of  fire  equipment  maintenance,  inventory  taking  and 
equipment  testing. 

7.  Applies  departmental  policies  and  procedures  in  supervising  designated  EMS  units; 
conducts  investigations  and  reports  on  unusual  occurrences  or  sensitive  matters  and 
initiates  remedial  actions. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:  Federal,  State  and  Local  regulations  governing  EMS  and 
paramedic  scope  of  practice;  detailed  familiarity  with  vehicle  deployment  and  strategies; 
supervisory  techniques;  ambulance  mechanical  equipment;  field  operations  in  a  busy 
Advanced  Life  Support  (ALS)  ambulance  service,  Advance  Cardiac  Life  Support  and 
Advance  Trauma  Ufe  Support;  methods  and  techniques  in  firefighting;  procedures  and 
practices  in  fire  rescue;  fire  prevention,  housing  and  building  codes;  training  techniques 
and  automated  emergency  communications  systems. 

Ability  to:  Effectively  supervise  an  Emergency  Medical  Servioes  unit,  apply 
proper  policies  and  procedures  in  managing  the  activities  of  an  EMS  unit;  quickly 
evaluate  situations  and  provide  support  in  emergencies,  disasters  or  multi-casualties; 
conduct  in-service  and/or  paramedic  training;  supervise  an  emergency  communications 
unit,  or  a  unit  engaged  in  research,  professional  educational  development,  field 
operations  or  general  administration;  communicate  tactfully,  clearly,  concisely  and 
logically  both  in  written  and  oral  form. 


H-33  FIRE/PARAMEDIC  CAPTAIN 


Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  and  abilities  would  be: 

Experience:  Successful  completion  of  probation  and  permanent  status  in  class 
H-3  Firefighter/Paramedic  or  class  H-1  Fire  Rescue  Paramedic. 

License  or  Certificate:  Possession  and  maintenance  of  a  valid  Paramedic 
license  issued  by  the  State  of  California  EMS  Authority,  valid  ambulance  driver's  license 
and  California  driver's  license  restricted  Class  3;  obtain  certification  as  Instructor  in 
Basic  Cardiac  Life  Support  (BCLS),  Advanced  Cardiac  Life  Support  (ACLS),  Pre 
Hospital  Trauma  Life  Support  (PHTLS),  Pediatric  Advance  Life  Support  (PALS)  and  as 
a  California  State  Fire  Marshal  Instructor  1A  and  1B  within  one  year  of  appointment. 

Special  Requirements:  Essential  duties  require  the  following  physical  skills  and 
work  environment:  Ability  to  work  in  a  fast  paced  office  environment;  must  work  in 
potentially  hazardous  and  dangerous  situations;  work  in  inclement  weather,  from 
heights,  in  tunnels  or  other  risky  conditions;  administer  life  support  or  life  saving 
treatment  to  emergency  patients  or  victims  of  fire.  Positions  may  require  specialized 
knowledges,  skills,  abilities  and  qualifications  depending  on  section  assignment. 


ADOPTED:        march  17,   1997 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   CAPTAIN,  DIVISION  OF  TRAINING  CODE:   H-39 

Under  administrative  direction  of  the  Chief  of  Department  and  the  Director 
of  the  Division  of  Training,  develops,  implements,  coordinates,  and  conducts 
department  training,  education  and  evaluation  programs,  and  plans,  organizes 
and  supervises  the  activities  of  subordinate  Division  of  Training  staff  in  the 
performance  of  such  work. 

Duties  shall  include  but  not  be  limited  to,  training  and  evaluation  of  new 
San  Francisco  Fire  Department  recruit  firefighters;  ongoing  training, 
education  and  evaluation  of  in-service  fire  fighters,  officers,  companies  and 
units;  coordination  and  supervision  of  training  and  activities  of  the  Fire 
Department  Active  Reserve  and  Ready  Reserve  units;  preparation  of  relevant 
data,  documentation  and  reports  regarding  the  degree  to  which  probationary 
firefighters  and  officers  have  demonstrated  by  ability  and  examination  their 
qualifications  for  permanent  appointment;  preparation,  assessment,  maintenance 
and  review  of  all  training/qualification  records  and  performance  evaluations 
of  department  personnel;  identification  and  assessment  of  current  and  future 
training  needs  of  the  department;  research,  compilation,  and  production  of 
appropriate  training  systems,  literature  and  material;  design  and  development 
of  specialized  workshops,  seminars  and  orientation  programs  for  probationary 
firefighters  and  officers;  consultation  with  administrators  of  local  schools, 
colleges  and  other  teaching  facilities  to  coordinate  training  requirements 
with  available  instructional  programs;  preparation  of  budget  estimates  for 
supplies,  equipment  and  related  expenses  required  for  the  support  of  training 
programs;  procurement,  storage  and  distribution  of  instructional  materials; 
coordination  of  training  and  recruitment  activities  with  Civil  Service,  the 
Federal  Court  monitor,  the  City  Attorney  and  attorneys  for  parties  to  the 
Federal  Court  Consent  Decree. 


PROMOTIVE  LINES:   NO  NORMAL  LINES  OF  PROMOTION  -  POSITION  EXEMPT  FROM 
EXAMINATION  UNDER  THE  PROVISIONS  OF  CHARTER  SECTION  3.540. 

ADOPTED:      10-17-88 
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H-43  EMERGENCY  MEDICAL  SERVICES  SECTION  CHIFF 

Definition: 

Under  general  administrative  direction,  performs  managerial  responsibilities  for  a 
designated  program  in  the  Emergency  Medical  Services  Division  of  the  San  Francisco 
Fire  Department,  which  include  administration,  special  operations,  training,  EMS 
academy  and  operations;  develops,  implements  and  evaluates  program  policies, 
procedures  and  practices;  and  performs  other  related  duties  as  required. 

Distinguishing  Features: 

The  Section  Chief  is  the  management  level  in  the  EMS  classification  series.  It  reports  to 
the  EMS  Chief.  Section  Chief  is  distinguished  from  EMS  chief  by  its  responsibility  for 
the  management  and  accountability  of  a  designated  unit.  It  is  further  distinguished  from 
Fire/Paramedic  Captain  by  the  tatter's  responsibility  for  the  daily  operation  and 
supervision  of  subordinate  Firefighter/Paramedics  and  Fire  Rescue  Paramedics. 

Supervision  Exercised: 

This  position  supervises  subordinate  Fire/Paramedic  Captains  and  unit  staff. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Supervises  and  participates  in  development,  implementation  and  evaluation  of  a 
range  of  designated  EMS  programs  and  activities,  including  ALS  and  BLS  operations, 
continuous  quality  improvement,  risk  management,  research,  management  information 
systems,  medical  records,  continuing  education,  recertification  and  remedial  training, 
and  the  paramedic  academy  program. 

2.  Meets  with  the  EMS  Chief,  Medical  Director,  section  managers,  subordinate  staff  to 
establish  goals  and  objectives,  review  program  progress,  resolve  problems  and  issues, 
and  establish  action  plans;  maintains  section  performance  standards  and  evaluation; 
participates  in  financial  management  activities;  reviews  reports  and  prepares  budget  for 
submission  to  the  EMS  Chief. 

3.  Applies  departmental  policies  and  procedures  in  administering  the  designated 
program;  develops  performance  standards  and  work  plans;  monitors  and  appraises 
subordinate  job  performance;  initiates  appropriate  remedial  actions  or  commendations. 


H-43  EMERGENCY  MEDICAL  SERVICES  SECTION  CHIEF 


Examples  of  important  and  Essential  Duties:  (cont) 

4.  Interacts  with  representatives  of  agencies,  organizations,  departments  or  other 
entities  to  share  information,  engage  in  joint  planning,  problem  solving  and  quality 
improvement  activities. 

5.  Responds  to  emergencies,  Multi-Casualty  Incidents  (MCI),  and  special  or  complex 
prehospital  care  situations  during  the  day,  night  or  as  needed. 

6.  Reviews  qualifications  and  makes  recommendations  for  selection  of  Fire/Paramedic 
Captains;  responsible  for  subordinate  staff  time  rolls  and  requests  for  leave;  prepares 
memos  and  general  orders  for  approval  by  the  EMS  chief. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:  Federal,  State  and  Local  regulations  governing  EMS  and 
paramedic  scope  of  practice;  detailed  familiarity  with  vehicle  deployment  and  strategies; 
management  principles  and  supervisory  techniques;  principles  and  methods  of 
governmental  organization;  field  operations  in  a  busy  911  Advance  Life  Support  (ALS) 
ambulance  service,  Advance  Cardiac  Life  Support  and  Advance  Trauma  Life  Support; 
methods  and  techniques  in  firefighting;  procedures  and  practices  in  fire  rescue;  fire 
prevention,  housing  and  building  codes;  training  techniques  and  automated  emergency 
communciations  systems. 

Ability  to:  Effectively  manage  and  supervise  an  EMS  unit;  assess  unit  needs 
and  address  problems  and  issues  through  an  effective  action  plan;  quickly  evaluate 
situations  and  take  command  of  emergencies,  disasters  or  multi-casualties;  develop 
and  implement  training  and  continuing  education  programs;  coordinate  community 
education  and  public  information  programs;  timely  deliver  a  quality  medical  response, 
care  and  transportation  service;  communicate  tactfully,  clearly,  concisely  and  logically 
both  in  written  and  oral  form. 

Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  and  abilities  would  be: 

Experience:  Two  years  of  experience  supervising  in  an  Emergency  Medical 
Services  system. 

Education:  Possession  of  a  baccalaureate  degree  from  an  accredited  college  or 
university  in  biological  science,  business  or  public  administration  or  closely  related  field 
is  desirable. 
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Experience  and  Training  Guidelines:  (cont) 

License  or  Certificate:  Possession  and  maintenance  of  a  valid  Paramedic  license 
issued  by  the  State  of  California  EMS  Authority;  valid  ambulance  license  and  California 
Driver's  License  restricted  class  3. 

Special  Requirements:  Essential  duties  require  the  following  physical  skills  and 
work  environment:  ability  to  work  in  a  fast  paced  office  environment;  must  work  in 
potentially  hazardous  and  dangerous  situations;  work  in  inclement  weather,  from 
heights,  in  tunnels  or  other  risky  conditions;  administer  life  support  or  life  saving 
treatment  to  emergency  patients  or  victims  of  fire.  Positions  may  require  specialized 
knowledges,  skills,  abilities  and  qualifications  depending  on  section  assignment. 


ADOPTED:      march  17,   1997 


) 
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Under  direction  of  the  Chief  of  Department  and  Deputy  Chiefs  of  Department 
plans,  organizes  and  coordinates  the  activities  of  any  of  the  following  divisions: 
Division  of  Management  Services,  Division  of  Support  Services,  Division  of 
Training,  Division  of  Fire  Prevention  and  Fire  Investigation,  Division  of  the 
Airport,  or  any  Fire  Suppression  Division. 

Duties  and  responsibilities  of  the  above  listed  Divisions  include,  but  are  not 
limited  to:  managing,  planning,  supervising  and  coordinating  the  operations  and 
activities  of  the  assigned  division;  working  under  administrative  direction; 
exercising  discretion  in  applying  general  goal  and  policy  statements,  and 
resolving  organizational  and  service  delivery  problems;  assuming  significant 
responsibility  for  the  preparation  and  administration  of  assigned  budgets; 
participating  in  the  development  and  implementation  of  goals,  objectives  and 
policies,  and  establishing  priorities  for  assigned  programs  within  the  division; 
ensuring  that  division  activities  are  completed  in  a  timely  and  efficient  manner 
within  defined  policies  and  regulations;  assuming  significant  responsibility  for  a 
variety  of  personnel  activities  including  selection,  training,  performance 
evaluations  and  disciplinary  actions. 

Note:  This  class  is  exempt  from  Civil  Service  examination  under  Charter  Section 
10.104(14). 


AMENDED:   6/19/98 
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H-53  EMERGENCY  MEDICAL  SERVICES  CHIEF 

Definition: 

Under  general  administrative  direction,  plans,  develops,  implements  and  evaluates  the 
Fire  Department's  Emergency  Medical  Services  (EMS),  including  field  and  special 
operations,  general  administration,  continuous  quality  improvement,  risk  management, 
research,  training  and  continuing  education;  exercises  administrative  responsibility  for 
analyzing  and  directing  the  EMS  division  needs  through  budget  development, 
monitoring  and  evaluation  of  budget  expenses;  and  performs  other  related  duties  as 
required. 

Distinguishing  Features: 

The  EMS  Chief  is  the  highest  level  in  the  EMS/Paramedic  professional  class  series.  It 
reports  to  the  Deputy  Chief  of  Operations  and  works  in  coordination  with  the  Medical 
Director  to  administer  the  programs  of  the  EMS/Paramedic  Division.  It  is  distinguished 
from  the  next  lower  class  of  Section  Chief,  by  the  latter's  responsibility  for  managing 
and  supervising  an  assigned  section  of  the  EMS  division. 

Supervision  Exercised: 

This  position  supervises  a  variety  of  professional  and  technical  staff  through 
subordinate  managers. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Plans,  directs,  implements  and  evaluates  activities  of  the  Emergency  Medical 
Services  division  in  coordination  with  the  Fire  Department  Medical  Director. 

2.  Serves  as  liaison  and  official  representative  for  the  department  on  all  EMS  matters; 
coordinates  EMS  activities  with  local,  state  and  federal  agencies;  facilitates  interagency 
cooperation  for  development  of  policy  and  implementation  through  group  meetings, 
symposiums  and  training  exercises;  ensures  system  wide  compliance  with  all  pertinent 
laws  and  regulations. 

3.  Supervises  all  Section  Chiefs,  communicates  with  staff  members  through  regularly 
held  meetings,  interdepartmental  memos  and  general  orders;  provides  leadership, 
vision  and  maintains  employee  job  performance  standards  and  evaluation;  counsels, 
discipline  and  commends  staff  as  appropriate. 


H-53  EMERGENCY  MEDICAL  SERVICES  CHIEF 


Examples  of  Important  and  Essential  Duties:  (cont.) 


4.  Analyzes  EMS  needs,  prepares  and  monitors  the  division's  budget  in  coordination 
with  the  Medical  Director;  provides  input  and  direction  in  development,  implementation 
and  evaluation  of  the  Emergency  Medical  dispatch  communications  system. 

5.  Develops,  implements  and  evaluates  clinical  performance  standards  in  consultation 
with  the  Medical  Director  and  clinical  experts. 

6.  Determines  and  directs  the  implementation  of  departmental  EMS  policies  and 
procedures  in  coordination  with  the  Medical  Director;  participates  as  commander  in  field 
operations. 

7.  Prepares  annual  and  status  reports  for  submittal  to  the  Deputy  Chief  of  Operations; 
appears  before  the  Fire  Commission,  Public  Health  Commission,  Board  of  Supervisors, 
regulatory  agencies  and  other  official  bodies  as  representative  of  the  department  on 
EMS  matters. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:   Federal,  state  and  local  regulations  governing  Emergency 
Medical  Services  (EMS)  and  paramedic  scope  of  practice;  familiarity  with  EMS  vehicle 
deployment  and  strategies,  management  principles  and  practices;  principles  and 
techniques  of  governmental  organization;  financial  analysis  and  budgeting:  field 
operations  in  a  busy  urban  911  Advanced  Life  Support  (ALS)  ambulance  service, 
Advanced  Cardiac  Life  Support  and  Advanced  Trauma  Life  Support. 

Ability  to:  effectively  manage  and  supervise  an  Emergency  Medical  Services/ 
Paramedic  program  in  a  large  and  busy  urban  area;  assess  program  activities  and 
address  needs  through  an  effective  plan  of  action;  evaluate  and  take  command  of 
emergencies,  disasters  or  multi-casualty  situations;  communicate  with  tact  and 
diplomacy  when  engaged  in  sensitive  and  controversial  problems  or  issues;  motivate 
subordinates;  exercise  sound  judgement  when  making  decisions  or  applying  and 
interpreting  regulations;  communicate  effectively  in  writing  and  orally  in  a  clear  and 
logical  manner 
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Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  and  abilities  would  be: 

Experience:  Three  years  of  experience  managing  and  supervising  a  prehospital 
care  unit  or  a  fire  service  company. 

Education:  possession  of  a  baccalaureate  degree  from  an  accredited  college  or 
university  in  biological  sciences,  business  or  public  administration  or  closely  related 
field  is  desirable. 

License  or  Certificate:  Possession  and  maintenance  of  a  valid  Paramedic 
license  issued  by  the  State  of  California  EMS  authority;  California  Driver's  license. 

Special  Requirement:  Essential  duties  require  the  following  physical  skills  and 
work  environment:  ability  to  work  in  a  fast  paced  office  environment. 


Note:  This  class  is  exempt  from  Civil  Service  examination  under  provisions  of  2A.90  of 
the  San  Francisco  Administrative  Code. 


ADOPTED:         3/7/97 
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JOB  CODE  TITLE:  POLICE  OFFICER  JOB  CODE:  Q  2 

Business  Unit:  COMMN 

DEFINITION: 

Under  general  supervision,  as  a  sworn  member  of  the  San  Francisco  Police  Department,  the  Q-2 
Police  Officer  performs  a  wide  variety  of  tasks  to  promote  public  safety  and  security,  prevent  crime 
and  generally  enforce  the  law.  In  an  assigned  district,  responsibilities  may  include  the  following: 
patrolling  in  a  radio  car  on  foot;  responding  to  calls  for  service;  conducting  investigations; 
detecting  crime;  interacting  with  community  members;  arresting  suspects;  pursuing  suspects; 
enforcing  traffic  and  parking  codes;  writing  reports  and  keeping  records;  interacting  with  superiors, 
peers,  and  other  department  personnel;  preparing  and  participating  in  planned  events;  preparing 
for  and  attending  court;  participating  in  in-service  training;  and  performing  related  administrative 
duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Q-2  Police  Officer  position  is  the  entry-level  position  for  the  sworn  ranks  in  the  Police 
Department.  After  successful  completion  of  basic  training  in  the  Academy  and  the  Field  Training 
Officer  (FTO)  programs,  the  Q-2  Police  Officer  is  assigned  to  one  of  the  district  stations  under  the 
control  of  the  Field  Operations  Bureau  (Patrol  Division).  It  is  distinguished  from  Q50  Sergeant  in 
that  the  latter  is  the  first-line  supervisor  position. 

SUPERVISION  EXERCISED: 

None. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES:  According  to  Civil  Service  Commission 
Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job 
code  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Prepares  for  work;  receives  instruction  from  platoon  commander  regarding  assignment  (beat) 
and/or  specific  patrol  targets  during  daily  line-up;  inspects  patrol  car,  equipment  and  weapons 
to  ensure  proper  operation. 

2.  Patrols  the  district  on  foot  or  in  patrol  car;  operates  Mobile  Video  Terminal  computer  in  patrol 
car;  operates  radio;  detects  criminal  activity;  and  communicates  with  the  public. 

3.  Responds  to  call  for  service;  resolves  disputes;  admonishes  individuals;  responds  to 
accidents;  and  provides  emergency  first-aid. 

4.  Conducts  investigations;  conducts  a  preliminary  investigation  at  the  scene  of  a  crime; 
searches  area  for  suspects  or  evidence;  interviews  suspects,  witnesses  and  victims;  obtains 
case  numbers;  and  obtains  background  information  from  dispatch  or  the  computer. 
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Business  Unit:  COMMN 

5.  Promotes  community  policing;  speaks  to  merchants  regarding  potential  problems  in  the  area; 
explains  to  citizens  laws,  ordinances,  and  their  rights  in  resolving  disputes;  speaks  to  citizens 
in  sector  while  on  patrol;  attends  community  meetings;  and  participates  in  community-based 
programs. 

6.  Makes  arrests  and/or  detains  suspects. 

7.  Pursues  suspects;  chases  suspects;  sets  up  perimeters;  and  communicates  with  partner  to 
coordinate  chase. 

8.  Enforces  traffic  and  parking  violations. 

9.  Writes  reports;  keeps  records;  draws  accident  scene  diagrams;  competes  forms  and 
maintains  logs. 

10.  Interacts  with  superiors,  peers,  and  other  department  personnel. 

1 1 .  Prepares  and  participates  in  planned  events;  stands  and  directs  traffic  at  accident  scenes, 
demonstrations,  or  planned  events;  controls  crowds;  cooperates  with  other  city  and  state 
agencies  to  secure  area  at  planned  event  or  crime  scene. 

12.  Prepares  for  and  attends  court;  reviews  reports  and  other  related  documents;  testifies  in  court; 
meets  with  the  Assistant  District  Attorney  to  discuss  cases. 

13.  Performs  related  duties  as  required. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Ability  to:  maintain  persistence  and  self-control;  solve  problems  and  make  decisions;  interpret 
maps  and  street  guides;  present  key  facts,  points,  or  inferences  orally  in  a  clear,  organized  and 
concise  format;  use  proper  English  grammar,  spelling,  punctuation,  and  sentence  structure  in 
writing  reports;  communicate  ideas  and  required  information  in  an  organized,  clear,  and  concise 
written  narrative  style;  state  factual  information  objectively;  accept  guidance  and  direction  from 
others;  retain  and  recall  important  details  from  discussions,  observation,  and  written  materials; 
maintain  alertness  and  concentration  despite  tedium,  repetitive  activity,  or  long  hours  of  inactivity  or 
work;  establish  and  maintain  courteous,  cooperative,  business-like  relationships  with  peers  and 
superior  officers;  interact  effectively  with  people  from  a  wide  variety  of  cultural  and  socio-economic 
backgrounds;  show  compassion  and  empathy  for  others;  communicate  spoken  information  to 
others  effectively  under  stressful  conditions;  ask  questions  and  probe  in  order  to  obtain  useful, 
accurate,  and  truthful  information  from  victims,  witnesses,  officers  and  other  persons  interviewed; 
distinguish  between  primary  colors;  observe  activities,  individuals,  or  read  information  (license 
plates)  from  a  distance;  read  street  signs,  house  numbers,  license  plates  from  a  moving  vehicle; 
observe  activities,  individuals,  or  read  information  at  night  or  in  low  illumination;  use  muscle  force 
for  a  task  lasting  less  than  one  minute  which  involves  lifting/carrying,  pushing,  pulling,  or  holding; 
use  muscle  force  for  single  or  multiple  tasks  for  extended  periods  of  time  which  involves 
lifting/carrying,  pushing,  pulling,  or  holding;  use  burst  of  muscle  force  lasting  one  second  or  less 
involving  rapid  movements  of  body  parts  to  propel  an  object  or  move  one's  own  body;  use  the 
stomach  and/or  back  muscles  to  perform  a  single  task  or  repeated  tasks;  continuously  perform 
physically  demanding  tasks  for  extended  periods  of  time;  bend,  stretch,  twist,  or  reach  out  with  the 
body,  arms,  or  legs;  keep  or  regain  one's  balance,  or  stay  upright  when  in  an  unstable  position; 
and  exert  all-out  physical  effort  to  perform  tasks  for  brief  periods  of  time. 
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EXPERIENCE  AND  TRAINING  GUIDELINES: 

Licenses  and  certificates:  possession  of  a  valid  California  Driver  License. 

Training  and  Experience:  possession  of  a  U.S.  high  school  diploma  or  pass  an  equivalency  test 
(G.E.D.),  California  High  School  Proficiency  Examination,  or  A.A.  degree  or  higher  prior  to 
appointment.  (The  G.E.D.  standard  average  score  must  be  at  least  45  with  no  single  score  less 
than  35.) 

SPECIAL  REQUIREMENTS:  The  State  of  California,  Department  of  Justice,  Commission  On 
Peace  Officer  Standards  and  Training  (P.O.S.T.)  mandates  the  following  requirements: 

Age  Requirement:  must  be  at  least  20  years  old  by  the  beginning  date  of  the  examination. 
Candidates  may  not  be  hired  to  enter  the  Police  Academy  before  their  21st  birthday.  There  is  no 
maximum  age  limit. 

Citizenship  Requirement:   U.S.  citizenship  is  required  for  appointment.  Permanent 
Residents  may  apply  and  participate  in  the  examination,  but  they  will  not  be  considered  for 
appointment  until  citizenship  has  been  attained. 


Effective  Date:  January  3, 2000 


< 
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CLASS  TITLES:   ASSISTANT  INSPECTOR  CODES:   Q35 

INSPECTOR  O38O 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  as  a  member  of  the  San  Francisco  Police  Department, 
performs  a  wide  variety  of  investigative  procedures  in  connection  with  the  prevention 
and  suppression  of  crime  and  with  the  collection  of  evidence  and  preparation  of 
supporting  reports  to  bring  criminal  cases  to  trial;  may  patrol  in  high  crime  areas; 
serves  alone  or  as  a  member  of  an  investigative  detective  team;  initiates  the  issuance 
of  warrants;  makes  arrests;  and  performs  other  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Assistant  Inspectors  and  Inspectors  perform  a  specialized  type  of  police  work  that 
is  primarily  investigative.   Incumbents  in  these  classes  routinely  work  in  civilian 
dress  and  assume  full  supervisory  responsibility  at  the  scene  of  major  crimes. 

EXAMPLES  OF  DUTIES: 

1.  Conducts  investigations  of  crimes,  alone  or  as  a  member  of  a  specialized  team 
(burglary,  homicide,  juvenile,  narcotics);  secures  courtroom-quality  evidence;  prepares 
reports  in  support  of  cases  being  brought  to  trial;  makes  arrests;  appears  in  court  and/ 
or  other  tribunals  as  a  witness;  assists  federal,  state,  other  municipalities,  and  other 
city  departments  in  one  or  more  of  the  above  procedures. 

2.  May  be  assigned  to  do  surveillance  and  undercover  work  to  infiltrate  suspect 
organizations  and  to  cultivate  and  make  contacts  with  informants. 

3.  Makes  public  appearances  at  schools,  clubs,  youth  guidance  groups  and  community 
centers  giving  lectures,  showing  films,  and/or  leading  discussions  in  such  crime  preven- 
tion matters  as  juvenile  delinquency,  traffic  in  illegal  drugs  and  narcotics,  and  the 
mission  of  the  Police  Department. 

k.      May  be  assigned  to  patrol  duties,  in  uniform,  in  prescribed  patrol  areas. 

5.  May  be  assigned  to  office  duty  with  responsibility  for  interviewing  complainants, 
victims  of  crimes,  prospective  witnesses,  and  suspects. 

6.  Instructs  newly  assigned  officers  in  procedures  and  operational  techniques  to 
be  followed  in  the  conduct  of  investigations. 

7.  May  be  assigned  to  special  details  by  the  Chief  of  Police  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Class  Q35  Assistant  Inspector  requires  completion  of  high 
school  supplemented  by  not  less  than  three  years  of  service  in  the  San  Francisco  Police 
Department.   Appointments  to  this  class  are  based  upon  competitive  examination  (Charter 
Section  3«53/+). 

Class  O38O  Inspector  normally  requires  two  years  of  work  experience  as  an  Assistant 
Inspector.   Appointments  are  not  subject  to  competitive  examination;  inspectors  serve 
at  the  pleasure  of  the  Chief  of  Police  (Charter  Section  3-53^)' 

Knowledge,  Abilities  and  Skills:   Requires  a  good  working  knowledge  of  California 
criminal  law;  local  codes  and  ordinances;  constitutional  law;  criminal  procedure. 

Ability  to  communicate  combined  with  skill  in  the  conduct  of  interviews  is  of  paramount 
importance  to  incumbents  in  this  class;  effective  performance  by  the  assistant  inspector/ 
detective  depends  upon  his  ability  to  secure  crucial  information  from  such  sources  as 
victims,  witnesses  and  suspects.   Must  be  able  to  establish  empathy  with  people  at  all 
levels  of  the  social  scale  in  the  course  of  inquiring  into  the  circumstances  surrounding 
crimes. 

ADOPTED:     7-5-72 
AMF.NDKD:     A- 6-77 
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Q-60  LIEUTENANT  SAN  FRANCISCO 
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DEFINITION: 


Under  general  direction,  as  a  sworn  member  of  the  San  Francisco  Police  Department,  manages 
investigative  cases  and  directs  field  incidents  related  to  public  safety;  conducts  administrative 
investigations;  supervises,  schedules,  trains  and  evaluates  personnel;  writes  reports  and  analyzes 
data;  plans  and  directs  complex  investigations,  special  projects  and  events;  interacts  with 
community,  public  and  department  representatives. 

DISTINGUISHING  FEATURES: 

The  Q-60  Lieutenant  is  a  mid-level  supervisor  and  may  be  assigned  to  manage  a  shift  of  a  large 
Bureau  including  the  Field  Operations  Bureau,  Investigation  Bureau,  Administration  Bureau  or 
Airport  Bureau,  or  manage  a  distinct  smaller  unit.  Positions  in  this  class  are  distinguished  from  the 
next  higher  class  of  Captain  in  that  the  latter  class  has  complete  management  responsibility  over  a 
large  functional  work  unit  and  from  the  next  lower  class  of  Sergeant  in  that  the  latter  has  first  line 
supervisory  responsibilities. 

SUPERVISION  EXERCISED: 

Incumbents  in  this  classification  manage  subordinate  uniform,  civilian  and  other  auxiliary  personnel 
in  either  a  district  station  or  administrative  division  of  the  San  Francisco  Police  Department. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES:  According  to  Civil  Service  Commission 
Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  job  code  and  are 
not  intended  to  be  an  inclusive  list. 

1 .  Manages  investigative  cases  which  includes:  activities  related  to  establishing  unit  structure 
organization;  assigning  cases  within  the  unit;  monitoring  the  course  of  investigations;  providing 
guidance  to  inspectors  regarding  how  to  proceed  on  cases;  reviewing  completed  cases; 
explaining  the  status  of  cases  to  citizens;  approving  incident  reports;  establishing  timelines  for 
case  investigation  completions;  seeking  advice  from  specialized  personnel  regarding  case 
dispositions  (i.e.,  DA's  Office);  and  providing  information/advice  to  patrol  officers  as  necessary 
regarding  charges. 

2.  Directs  field  incidents  which  includes:  activities  related  to  responding  to  field  incidents; 
gathering  information  on  the  incident;  assuming  charge  and  setting  up  the  command  post; 
directing  activities,  personnel,  and  communications  regarding  the  incident;  overseeing 
activities  carried  out  by  subordinates  at  the  incident;  and  coordinating  with  other  personnel  at 
the  site. 


3.  Schedules  personnel  which  includes:  activities  related  to  distributing  the  workload  and  making 
daily  assignments;  maintaining  and  updating  records  of  personnel  activity  through  completing 
departmental  forms  and/or  entering  data  into  the  Personnel  Scheduling  System;  planning 
schedules  to  ensure  adequate  station  coverage;  completing  payroll  forms;  and  approving 
vacation,  time-off,  overtime,  etc. 

4.  Conducts  administrative  investigations  which  includes:  activities  related  to  receiving  and 
documenting  citizens  complaints  about  officers;  responding  to  citizens'  questions  concerning 
steps  taken  when  a  complaint  is  filed;  conducting  internal  investigations;  writing  or  reviewing 
reports  on  the  results  of  internal  investigations;  and  making  recommendations  based  on 
investigation  results. 

5.  Supervises,  trains,  and  evaluates  personnel  which  includes:  activities  related  to  observing  and 
evaluating  subordinate  performance;  providing  verbal  feedback  on  performance;  discussing 
work-related  problems  and  informally  counseling  subordinates;  verbally  explaining  Department 
policies,  rules,  and  regulations;  identifying  training  needs;  recommending  appropriate  training; 
developing  annual  training  plans;  modifying  workloads,  making  assignments  based  on 
subordinates  capabilities;  consulting  supervisor  of  officers  with  feedback  regarding  incorrect 
completion  of  reports. 

6.  Keeps  records,  writes  reports,  and  analyzes  data  which  includes:  reviewing  reports  for 
completeness  and  accuracy;  completing  Department  forms;  compiling  and  interpreting 
statistics  on  crime;  writing  narrative  reports,  memoranda,  and  letters;  and  reviewing  and 
approving  written  documents  prepared  by  subordinates 

7.  Plans  and  directs  complex  investigation,  special  projects  and  events  which  includes:  activities 
related  to  developing  procedures  to  handle  special  events  or  large  scale  investigations; 
evaluating  and  modifying  existing  departmental  procedures;  presenting  written  and/or  oral 
reports  concerning  proposed  changes  in  procedures  or  recommending  special  investigative 
operations,  analyzing  cnme  data  to  plan  for  special  operations/events,  and  obtaining 
information  to  plan  for  necessary  police  activity. 

8.  Interacts  with  community,  public,  and  department  personnel  which  includes:  activities  related 
to  discussing  law  enforcement-related  issues;  disseminating  information  to  the  media,  giving 
oral  presentations  to  other  units  within  the  San  Francisco  Police  Department,  external 
agencies,  professional  groups,  and/or  the  community,  participating  on  internal  or  external  task 
forces;  and  coordinating  with  others  to  execute  plans. 

9.  Performs  related  duties  and  responsibilities  as  assigned 


CLASS  TITLE:  LIEUTENANT  CODE:  Q60 


JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  California  criminal  law;  penal  code:  local  codes  and  ordinances;  constitutional  law; 
the  guidelines  and  standards  regarding  the  conduct  of  officers  as  outlined  in  the  San  Francisco 
Police  Department  General  Orders;  crime  scene  preservation  and  management  techniques; 
investigative  report  writing  procedures;  collection,  preservation  and  processing  of  evidence; 
properties  of  physical  evidence  that  can  be  analyzed  (e.g.,  fingerprints,  body  fluids,  fibers, 
narcotics);  requirements  and  procedures  for  booking  suspects;  guidelines  and  standards  regarding 
the  conduct  of  officers  as  outlined  in  the  General  Orders;  guidelines  for  the  completion  and  use  of 
departmental  forms,  reports,  correspondence  and  other  written  communications;  Beheler 
admonition  and  it's  application  to  the  interviewing/interrogation  of  suspects  not  being  held  in 
custody. 

Ability  to:  formulate  a  plan  that  follows  SMEAC  (Situation,  Mission,  Execution,  Administration,  and 
Command  Control  Communication);  coordinate  activities  of  personnel,  equipment,  plans,  and 
agencies  to  handle  incidents;  delegate  tasks  and  responsibilities  appropriate  to  subordinates; 
assess  needs  of  a  situation  and  anticipate  activities  and  schedule  staff  and  other  resources 
accordingly;  communicate  unit's  mission  in  such  a  way  as  to  generate  support  for  that  mission  with 
subordinates;  give  an  oral  presentation  to  superiors  in  a  concise,  clear,  and  accurate  manner  that 
explains  and  describes  facts  and  investigative  methods  and  findings;  communicate  in  writing 
technical  concepts  and  information  in  a  manner  that  is  understood  by  subordinates;  write  clear, 
concise,  accurate  and  complete  investigative  memoranda  and  reports;  identify  the  appropriate 
course  of  action  to  deal  with  performance  problems;  integrate  information  from  different  sources; 
work  with  other  agencies  and  develop  a  team  plan;  work  with  community  groups;  interact 
effectively  with  people  from  a  wide  variety  of  cultural  and  socio-ecomomic  backgrounds;  and 
clearly  communicate  the  Department's  performance  expectations,  standard,  objectives  and  goals. 

Training  and  Experience:  Appointment  to  the  rank  of  Q-50  Sergeant  with  the  San  Francisco 
Police  Department. 

Licenses  and  certificates:  possession  of  Basic  POST  Certificate  issued  by  California  Department 
of  Justice,  Commission  of  Peace  Officer  Standards  and  Training  and  valid  California  Driver 
License. 

Effective  Date:  9/24/99 
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Definition:  Under  general  supervision,  performs  the  full  range  of  day-to-day  operational  support 
functions  involving  computer  equipment/hardware,  system  software,  and/or  related  customer 
service.  Operational  support  includes  controlling  computer  production/processing,  monitoring 
system/network  resources,  maintaining  communication  links,  and  providing  first-line  assistance 
for  operational  problems. 

Distinguishing  Features:  The  IS  Operator  is  the  journey  level  in  the  Operator  series.  Positions 
at  this  level  are  distinguished  from  those  in  the  Assistant  Operator  level  in  that  the  latter's 
responsibilities  are  less  complex  and  independent  in  nature.  The  journey  level  is  distinguished 
from  the  Senior  classification  in  the  increased  complexity  of  duties  at  the  higher  levels. 
Incumbents  follow  written  instructions  and  standard  procedures.  Work  Ls  performed  to  a  large 
extent  by  independent  judgement  under  the  employee's  own  responsibility;  supervisor 
instructions  are  limited  to  required  tasks,  approach  and  time  lines.  Work  is  reviewed  upon 
completion  and  for  overall  results.  Performance  is  measured  by  accurate  and  timely  completion 
of  work. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties; 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Process  batch  production  and  maintain  availability  for  the  online  system  in  running 
production  jobs;  sort  jobs;  release  and  run  jobs  as  scheduled;  allocate  and  de-alloca*e  filei 
and  monitors. 

2.  Retrieve  and  mount  input  tapes/cards;  mount  forms  to  their  respected  peripherals. 

3.  Monitor  production  activity  and  solve  problems  as  needed;  initialize  and  switch  systems 
as  necessary. 

4.  Maintain  tape  drives,  printers,  etc.;  mount,  file  and  pull  tapes;  clean  test  and  replace 
tapes;  arrange  for  necessary  repair  of  malfunctioning  equipment  and  telecommunications 
network  problems;  document  problems. 

5.  Monitor  printer  performance;  change  forms  to  accommodate  printer  output  requirements; 
may  perform  minor  printer  maintenance  tasks  and  run  timing  tests. 

6.  Organize  and  distribute  output  materials. 

7.  Assist  scheduling  production  projects;  complete  job  routing  sheets  and  job  checklists. 

8.  Perform  Help  Desk  functions  related  to  basic  operations;  interface  with  users;  respond  to 
questions  from  users;  reply  to  outstanding  messages  from  the  console. 

9.  Backup  data;  bring  down  or  bring  up  systems  as  required. 

1 0.  Perform  related  duties  and  responsibilities,  as  assigned. 


San  Francisco:  1002  IS  Operator 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Electronic  data  processing  and  its  applications;  the  operation  and 
maintenance  of  hardware,  distribution  of  printed  output,  and  the  backup/restoration  of 
software/data;  the  operating  characteristics  of  information  systems  equipment,  including 
host  computers,  network  servers/gateways,  printers,  storage  systems, 
controllers/multiplexers,  network  hubs/concentrators,  bridges,  communication  switches, 
terminals,  PC  workstations,  and  other  central  or  peripheral  devices. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  advise  and  provide 
interpretation  to  others  on  application  of  policies,  procedures  and  standards  to  specific 
situations;  exercise  judgment,  decisiveness  and  creativity  in  situations  involving 
evaluation  of  information  against  measurable  criteria;  analyze  and  categorize  data  and 
information  for  deteiTnining  the  relationship  of  the  data  with  reference  to  estabrisbed 
standards;  use  logic  and  analysis  to  solve  computer  and  systems  problems;  make  minor 
mechanical  repairs  to  computer  equipment;  read  and  understand  professional  journals  and 
literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  three  years  closely  related  experience  that  demonstrates  the 
knowledge  and  ability  to  assume  responsibility  for  equipment  operation  and/or 
customer  support  duties. 

Training:  High  school  diploma  or  equivalent. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lilting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  semi-skilled  movements,  such  as 
taking  apart  casings,  installing  parts,  reconnecting  computers  and  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 
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Definition:  Under  general  supervision,  performs  the  most  complex  day-to-day  operational  support 
functions  involving  computer  equipment/hardware,  system  software,  and/or  related  customer 
service.  Operational  support  includes  controlling  computer  production/processing,  monitoring 
system/network  resources,  maintaining  communication  links,  and  providing  first-line  assistance  for 
operational  problems. 

Distinguishing  Features:  The  Senior  IS  Operator  is  the  advanced  journey  level  in  the  Operator 
series.  The  Senior  level  classification  performs  a  full  range  of  duties,  possesses  technical  or 
functional  expertise,  and  performs  specialized  duties  in  a  highly  independent  manner.  The  Senior 
classification  is  distinguished  from  Supervisor  level  by  the  lack  of  supervisorial  responsibilities  and 
lower  scope  of  duties.  Work  is  performed  by  independent  judgement  under  the  employee's  own 
responsibility;  some  direction  is  provided  after  assignment,  however,  employee  has  some  choice  of 
method  and  occasionally  develops  their  own  methods.  Work  is  reviewed  upon  completion  and  for 
overall  results.  Performance  is  measured  by  accurate  and  timely  completion  of  work. 

Supervision  Exercised:  May  exercise  technical  or  functional  supervision  over  lower  level 
positions. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Control  the  master  console;  manipulate  the  system  to  obtain  maximum  system  usages  for 
multiple  job  processing. 

2.  Implement  system  upgrades,  system  software  fixes  and  additional  telecommunication  lines 
to  the  system  through  established  procedures. 

3 .  Monitor  the  operation  of  complex  multi-processing  variable  task  computer  systems  during 
an  assigned  shift. 

4.  Process  production  batch  jobs;  gather  and  assemble  input  data,  tapes  or  cartridges;  verify 
and  update  control  data. 

5.  Package  and  distribute  output  materials. 

6.  Perform  Help  Desk  functions  related  to  basic  operations;  interact  with  users  to  determine 
department  needs;  assist  users  in  understanding  installation  standards,  operating  standards 
and  new  procedures,  and  peripheral  equipment  functions. 

7.  Assist  in  reviewing,  coordinating  and  scheduling  daily  computer  production  projects; 
monitor  computer  processing  to  ensure  timely  completion  of  production  jobs;  supervise  or 
exercise  work  direction  over  a  group  of  subordinate  operators  or  operator  assistants. 

8.  Troubleshoot  computer  problems;  perform  recovery  management;  provide  technical  support 
and  assistance  to  users  in  problem  determination/resolution  with  peripheral  equipment. 

9.  Upload  and  download  data. 


San  Francisco:  1003  Senior  IS  Operator 

10.  Produce  moderately  complex  reports;  document  hardware  problems. 

1 1 .  Prepare  input/output  devices. 

12.  Clean  tape  drives,  printers,  etc.;  inventory  supplies. 

13.  Backup  files. 

14.  Perform  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Basic  computer  fundamentals;  telecommunication  environments;  electronic 
data  processing  and  its  applications;  the  operation  and  maintenance  of  hardware,  distribution 
of  printed  output,  and  the  backup/restoration  of  software/data;  the  operating  characteristics 
of  information  systems  equipment,  including  host  computers,  network  servers/' gateways, 
printers,  storage  systems,  controllers/multiplexers,  network  hubs/concentratonv,  badges, 
communication  switches,  terminals,  PC  workstations,  and  other  central  or  peripheral 
devices;  data  processing  terminology. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  advise  and  provide  interpretation 
to  others  on  application  of  policies,  procedures  and  standards  to  specific  situations;  exercise 
judgment,  decisiveness  and  creativity  in  situations  involving  evaluation  of  information 
against  measurable  criteria;  analyze  data  and  information  using  established  criteria  to 
determine  consequences  and  to  identify  and  select  alternatives:  use  logic  and  analysis  to 
solve  computer  and  systems  problems;  make  minor  mechanical  repairs  to  computer 
equipment;  read  and  understand  professional  journals  and  literanire;  prioritize  competing 
requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  couldlikefy 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  wfulJ  be: 

Experience:  Five  to  six  years  directly  related  experience  that  demonstrates  a  wide 
range  of  knowledge  and  ability  in  equipment  operations  and/or  customer  support 
duties. 

Training:  High  school  diploma  or  equivalent. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements:  Some 
positions  may  require  sufficient  strength  and  coordination  for  lifting,  pushing, 
pulling  and/or  earning  the  weight  of  computer  equipment.  May  require  bending, 
stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer  cables.  May 
require  hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart 
casings,  installing  parts,  reconnecting  computers  and  data  entry.  May  involve 
extensive  VDT  exposure. 

Effective  Date:    May  17.  1997 
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Definition:  Under  general  supervision,  analyzes  operational  procedures  and  applies  automation 
tools  to  resolve  operational  problems  and  increase  operational  efficiency. 

Distinguishing  Features:  The  IS  Operator  Analyst  is  the  paraprofessional  level  in  the  Operator 
series.  The  Analyst  level  classification  possess  technical  or  functional  expertise,  and  performs 
specialized  duties  in  a  highly  independent  manner,  but  without  supervisorial  responsibilities. 
The  Analyst  classification  is  distinguished  from  the  Senior  level  in  that  the  Analyst  utilizes  more 
analytical  and  technical  skills  to  apply  available  technologies  to  actual  practice.  Wo?k  is 
performed  by  independent  judgement  under  the  employee's  own  responsibility;  some  direction  is 
provided  after  assignment,  however,  employee  has  some  choice  of  method  and  occasionally 
develops  their  own  methods.  Work  is  reviewed  upon  completion  and  for  overall  results. 

Supervision  Exercised:  Limited  supervision  which  involves  coordinating  a  team  of  workers. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  o/ihe  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Design  and  develop  operational  procedures. 

2.  Review,  analyze  and  resolve  operational  problems. 

3.  Apply  automation  tools  to  resolve  operational  problems  and  to  increase  operational 
efficiency. 

4.  Code  high-level  computer  language,  such  as  REXX  and  CLIST. 

5.  Perform  project  management  activities  in  operation  projects. 

6.  Collect,  review,  analyze  and  develop  operational  management  reports. 

7.  Implement  system  upgrades,  system  software  fixes  and  additional  telecommunication 
lines  to  the  system. 

8.  Monitor  the  operation  of  complex  multi-processing  variable  task  computer  and 
telecommunication  systems. 

9.  Perform  Help  Desk  functions  related  to  basic  operations;  interact  with  users  to  determine 
department  needs;  assist  users  in  their  understanding  of  standards  and  procedures,  and 
equipment  functions. 

10.  Create  and  generate  complex  reports. 

1 1 .  Prepare  input/output  devices;  backup  data. 

12.  Perform  related  duties  and  responsibilities,  as  assigned. 


San  Francisco:  1004  IS  Operator  Analyst 
Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Basic  computer  fundamentals;  telecommunication  environments; 
electronic  data  processing  and  its  applications;  the  operation  and  maintenance  of 
hardware,  distribution  of  printed  output,  and  the  backup/restoration  of  software/data:  the 
operating  characteristics  of  information  systems  equipment,  including  host  computers, 
network  servers/gateways,  printers,  storage  systems,  controllers/multiplexers,  network 
hubs/concentrators,  bridges,  communication  switches,  terminals,  PC  workstations,  and 
other  central  or  peripheral  devices;  data  processing  terminology. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to 
solve  computer  and  systems  problems;  establish  and  maintain  good  working  relationships 
with  vendors,  co-workers,  supervisors,  and  other  employees  in  IS  positions;  decide  the 
time,  place  and  sequence  of  operations  within  an  organizational  framework;  exercise 
judgment,  decisiveness  and  creativity  in  evaluation  of  information  against  judgmental 
criteria;  make  minor  mechanical  repairs  to  computer  equipment;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Seven  to  eight  years  directly  related  experience  that  demonstrates  the 
analytical  and  technical  ability  to  apply  available  technologies  to  automate 
operational  procedures. 

Training:  High  school  diploma  or  equivalent. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  semi-skilled  movements,  such  as 
taking  apart  casings,  installing  parts,  reconnecting  computers  and  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 
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Definition:  Under  general  direction,  provides  direct  ongoing  supervision  to  other  IS  operators; 
may  perform  the  most  complex  operational  support  functions  involving  computer 
equipment/hardware,  system  software,  and/or  related  customer  service. 

Distinguishing  Features:  The  Supervisor  IS  Operators  is  the  supervising  level  in  the  Operator 
series.  The  Supervisor  classification  is  distinguished  from  the  lower  level  classifications  in 
complexity  of  the  work  performed  and  the  supervisory  responsibilities.  Emphasis  of  the 
classification  is  on  supervision  and  performing  the  more  complex  work  of  the  unit.  Work  is 
judged  primarily  on  overall  results  with  great  latitude  in  determining  work  methods  and 
assignment  requirements.  Employee  has  greater  authority  over  assignments  and  decisions 
required  to  complete  the  work  than  lower  level  classifications  in  this  series. 

Supervision  Exercised:  Supervises  Operators,  technical,  clerical  and  other  functional  staff  in 
the  assigned  work  unit. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1.  Supervise,  assign,  review  and  may  participate  in  the  work  of  subordinates  in  assigned 
unit;  coordinate  all  shift  activities  for  establishing  and  enforcing  all  IS  policies  and 
procedures. 

2.  Review  and  recommend  a  variety  of  personnel  actions  in  such  areas  as  performance 
evaluation,  training,  selection  and  disciplinary  measures. 

3.  Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance. 

4.  Ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates 

5.  May  monitor,  coordinate  and  assist  in  developing  the  assigned  work  unit  budget. 

6.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations  which  are  developed  by  higher  level  management  staff. 

7.  Review,  coordinate  and  schedule  production  work. 

8.  Manage  job  production  flow;  develop  daily  schedules  and  job  assignments  for  staff; 
determine  job  run  times  and  set  job  priorities;  organize  and  direct  job  teams  for  mass 
production. 

9.  Review  report  verification  and  distribution;  resolve  production  and  software  problems. 

10.  Perform  Help  Desk  functions  related  to  basic  operations;  interface  with  users;  coordinate 
and  monitor  user  requests:  resolve  conflicts. 

1 1 .  Assist  vendors  in  application  set-up  and  maintenance. 

12.  Compile,  move  and  monitor  program  applications  testing  into  production  mode. 

13.  Re  vie  w  j  ob  documentation  for  accuracy . 
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14.  Maintain  computer  and  telecommunication  operations  job  recoveries  and  restore 
procedures. 

15.  Maintain  MIS  supplies  and  equipment  inventories;  order  and  restock  equipment. 

1 6.  Monitor  system  backup  and  preventative  maintenance. 

17.  Assist  in  updating  system  security  profile. 

1 8.  Perform  related  duties  and  responsibilities,  as  required. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Practices  and  techniques  of  supervision  and  project  management; 
training  techniques;  electronic  data  processing  and  its  applications;  the  operation  and 
maintenance  of  hardware,  distribution  of  printed  output,  and  the  backup/restoration  of 
software/data;  the  operating  characteristics  of  information  systems  equipment,  including 
host  computers,  network  servers/gateways,  printers,  storage  systems, 
controllers/multiplexers,  network  hubs/concentrators,  bridges,  communication  switches, 
terminals,  PC  workstations,  and  other  central  or  peripheral  devices. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  direct  a  group  of  workers, 
including  providing  counseling  and  training;  advises  and  interprets  policies,  procedures 
and  standards  and  their  application  to  specific  situations;  decide  time,  place,  and  sequence 
of  operations  within  and  organizational  framework  and  to  oversee  their  execution;  use 
logic  and  analysis  to  solve  computer  and  systems  problems;  exercise  judgment, 
decisiveness  and  creativity  required  for  directing,  controlling  and  planning  of  an  entire 
program  or  multiple  programs;  make  minor  mechanical  repairs  to  computer  equipment; 
read  and  understand  professional  journals  and  literature;  prioritize  competing  requests  for 


Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying   A  typical  way  to  obtain  this  would 
be: 

Experience:  Seven  to  eight  years  directly  related  experience  that  demonstrates  the 
knowledge  and  ability  to  supervise  IS  Operators,  including  at  least  two  years  in  a 
lead  worker  capacity. 

Training:  High  school  diploma  or  equivalent. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  semi-skilled  movements,  such  as 
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taking  apart  casings,  installing  parts,  reconnecting  computers  and  data  entry.  May 
involve  extensive  VDT  exposure. 
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Definition:  Under  immediate  supervision,  assists  in  the  technical  support  of  IS  computer  and/or 
communications  equipment;  assembles,  installs,  connects,  maintains,  tests,  repairs,  and  replaces 
IS  computer  and  communications  equipment. 

Distinguishing  Features:  The  Assistant  IS  Technician  is  the  entry  level  in  the  Technician 
series.  Positions  at  this  level  are  distinguished  from  those  in  the  journey  level  in  that  the  latter's 
responsibilities  are  more  complex  and  independent  in  nature.  Assignments  are  generally  limited 
in  scope,  contain  fairly  routine  tasks,  and  are  performed  within  a  procedural  framework 
established  by  higher  level  employees.  Employee  follows  established  methods  and  procedures, 
with  all  but  minor  variations  referred  to  the  supervisor.  As  experience  is  acquired,  the  employee 
performs  with  less  immediate  supervision.  Performance  is  measured  by  accurate  completion  of 
work  accurately  and  adherence  to  policies. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Maintain  computer  and  telecommunications  equipment  in  working  order;  respond  to 
reports  of  equipment  malfunction. 

2.  Install  new  hardware  and  software  and  upgrades. 

3.  Assist  in  the  maintenance  of  equipment  inventory  databases. 

4.  Perform  preventive  maintenance  for  computer  and  telecommunications  equipment. 

5.  Troubleshoot  hardware  and  software  problems;  recommend  repair  solutions. 

6.  Monitor  system  performances. 

7.  Provide  some  technical  support  for  personal  computer  software. 

8.  Backup  data  on  computers. 

9.  Generate  and  disperse  system  and  application  reports. 

1 0.  Assist  with  special  projects. 

1 1 .  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Techniques  and  procedures  for  hardware  parts  installation,  replacement 
and  repair;  the  operating  characteristics  of  information  systems  equipment,  including  host 
computers,  network  servers/gateways,  printers,  storage  systems,  controllers/multiplexers, 
network  hubs/concentrators,  bridges,  communication  switches,  terminals,  PC 
workstations,  and  other  central  or  peripheral  devices. 
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Ability  to:  Communicate  effectively;  exercise  the  judgement,  decisiveness  and  creativity 
in  situations  involving  a  variety  of  pre-defined  duties  subject  to  frequent  change;  make 
mechanical  repairs  to  computer  equipment;  classify,  compute  and  tabulate  data  and 
information,  following  a  prescribed  plan  requiring  the  exercise  of  some  judgement; 
explain,  demonstrate  and  clarify  to  others  within  well  established  policies,  procedures  and 
standards,  as  well  as  the  ability  to  follow  specific  instructions  and  respond  to  simple 
requests;  read  and  understand  professional  journals  and  literature. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Six  months  to  one  year  related  experience  with  computer  or 
communications  equipment  repair. 

Training:  High  school  diploma  or  equivalent. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  postions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  taking  apart  casings,  installing 
parts  and  reconnecting  computers. 
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Definition:  Under  general  supervision,  performs  the  full  range  of  day-to-day  technical  support  of 
IS  computer  and/or  communications  equipment;  assembles,  installs,  connects,  maintains,  tests, 
repairs,  and  replaces  IS  computer  and  communications  equipment. 

Distinguishing  Features:  The  IS  Technician  is  the  journey  level  in  the  Technician  series. 
Positions  at  this  level  are  distinguished  from  those  in  the  Assistant  Technician  level  in  that  the 
tatter's  responsibilities  are  less  complex  and  independent  in  nature.  The  journey  level  is 
distinguished  from  the  Senior  classification  in  the  increased  complexity  of  systems  supported  at 
the  higher  levels.  Incumbents  are  expected  to  perform  a  full  range  of  duties  with  only  occasional 
instruction  or  assistance.  Positions  at  this  level  frequently  work  outside  the  immediate  proximity 
of  a  supervisor;  some  direction  is  provided  after  assignment;  however,  employees  have  some 
choice  of  method  and  occasionally  develop  their  own  methods.  Work  is  normally  reviewed  upon 
completion  and  for  overall  results.  Performance  is  measured  by  accurate  completion  of  work  and 
adherence  to  policies. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Plan  for  and  implement  data  communication  and  data  terminal  equipment,  including 
configuration,  setup,  definition,  connection  and  monitoring  of  equipment. 

2.  Maintain  computer  and  telecommunications  equipment  in  working  order;  respond  to 
reports  of  equipment  malfunction;  diagnose,  repair,  replace  or  adjust,  or  arrange  for 
service;  report  problem  status  to  supervisor. 

3.  Provide  technical  support:  activate  data  lines;  follow  appropriate  wiring  standards;  link 
processors  and  outlets;  provide  technical  assistance  to  users  and  other  units  on  network 
related  plans,  questions  and  problems. 

4.  Install  hardware  and  software  in  local  or  remote  sites;  analyze  match  between  users  needs 
and  new  equipment  specified;  recommend  equipment  purchases  where  requested;  remove 
obsolete  equipment;  and/or  reconfigure  for  user  needs. 

5.  Perform  preventive  maintenance  for  computer  and  telecommunications  equipment; 
coordinate  with  programmers  to  determine  program  failures  and  corrections. 

6.  Monitor  system  performances;  prepare  daily  and  monthly  progress  reports;  document 
operational  troubleshooting  procedures. 

7.  May  assist  in  the  programming  of  voice  terminals. 

8.  Generate  and  disperse  system  and  application  reports;  coordinate  with  clients  regarding 
the  scope  of  work  and  estimates  for  installations  and  additions;  update  recor  's  and 
materials  pertaining  to  the  systems  supported. 
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9.  Train  on  basic  operations  of  computer  and  telecommunications  equipment;  train  and 
consult  to  users  regarding  operational  and  troubleshooting  procedures. 

1 0.  Backup  data;  start  up/shut  down  host  systems  as  necessary. 

1 1 .  Maintain  equipment  inventory  databases;  order  equipment  and  supplies. 

1 2.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Techniques  and  procedures  for  hardware  parts  installation,  replacement 
and  repair;  the  operating  characteristics  of  information  systems  equipment,  including  host 
computers,  network  servers/gateways,  printers,  storage  systems,  controllers/multiplexers, 
network  hubs/concentrators,  bridges,  communication  switches,  terminals,  PC 
workstations,  and  other  central  or  peripheral  devices;  troubleshooting  techniques. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  exercise  judgement, 
decisiveness  and  creativity  required  in  situations  involving  the  evaluation  of  information 
against  measurable  criteria;  advise  and  provide  interpretation  to  others  how  to  apply 
policies,  procedures  and  standards  to  specific  situations;  analyze  and  categorize  data  and 
information  in  order  to  determine  the  relationship  of  the  data  with  reference  to  established 
criteria/standards;  make  mechanical  repairs  to  computer  equipment;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  two  years  of  closely  related  experience  that  demonstrates  the 
knowledge  and  ability  to  assume  responsibility  for  technical  support  work. 

Training:  High  school  diploma  or  equivalent  and  some  technical  training  in  the 
areas  described  above. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  taking  apart  casings,  installing 
parts  and  reconnecting  computers. 
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Definition:  Under  general  supervision,  performs  the  full  range  of  day-to-day  technical  support  of 
the  more  complex  IS  computer  and/or  communications  equipment;  solves  the  more  complex 
technical  support  problems,  suggesting  ways  to  improve  the  system;  performs  the  most  difficult 
and  complex  duties  of  the  unit;  assembles,  installs,  connects,  maintains,  tests,  repairs,  and 
replaces  IS  computer  and  communications  equipment. 

Distinguishing  Features:  The  Senior  IS  Technician  is  the  advanced  journey  level  in  the 
Technician  series.  Positions  at  this  level  are  distinguished  from  those  in  the  journey  level  in  that 
the  latter1  responsibilities  are  less  complex.  This  classification  has  little  supervisory 
responsibility,  but  incumbents  perform  a  full  range  of  duties,  possess  technical  or  functional 
expertise,  and  perform  specialized  duties  in  a  highly  independent  manner.  Work  is  performed  by 
independent  judgement  under  the  employee's  own  responsibility.  Some  direction  is  provided 
after  assignment,  however,  employee  has  some  choice  of  method  and  occasionally  develops  their 
own  methods.  Performance  is  measured  by  completion  of  predetermined  goals  and  objectives, 
and  timeliness  and  accuracy  of  work. 

Supervision  Exercised:  May  exercise  technical  or  functional  supervision  over  lower  level 
positions. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Install  new  components  and  additions  to  network  sites;  coordinate  site  surveys,  install 
equipment,  and  coordinate  new  data  circuit  installs;  relocate  data  equipment  and 
telecommunications  lines. 

2.  Install  hardware  and  software  in  local  or  remote  sites;  analyze  match  between  users  needs 
and  new  equipment  specified;  recommend  equipment  purchases  where  requested;  remove 
obsolete  equipment;  and/or  reconfigure  for  user  needs. 

3.  Maintain  computer  and  telecommunications  equipment  in  working  order;  respond  to 
reports  of  equipment  malfunction;  diagnose,  repair,  replace  or  adjust,  or  arrange  for 
service. 

4.  Perform  preventive  maintenance  for  computer  and  telecommunications  equipment. 

5.  Troubleshoot  technical  problems;  determine  tasks  necessary  to  service  technical  service 
requests;  perform  cost  estimates  for  clients. 

6.  Diagnose  and  correct  failures  in  communications  and  network  equipment. 

7.  Monitor  system  performances;  prepare  daily  and  monthly  progress  reports;  document 
operational  troubleshooting  procedures;  determine  appropriate  course  of  action  to 
maintain  service  to  users;  monitor  LAN/WAN  for  system  failures;  resolve  in  a  timely 
manner. 
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8.  Provide  consulting  in  network  planning;  respond  to  data  communication,  LAN  and  WAN 
technical  questions. 

9.  Train  users  on  newly  installed  components  and  equipment. 

1 0.  Document  inventory  moves  and  installations. 

1 1 .  Order  parts  and  equipment  from  various  vendors;  liaison  with  vendors  to  resolve  vendor 
related  equipment  and  software  problems. 

12.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Techniques  and  procedures  for  hardware  parts  installation,  replacement 
and  repair;  the  operating  characteristics  of  information  systems  equipment,  including  host 
computers,  network  servers/gateways,  printers,  storage  systems,  controllers/multiplexers, 
network  hubs/concentrators,  bridges,  communication  switches,  terminals,  PC 
workstations,  and  other  central  or  peripheral  devices;  training  techniques. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  exercise  decisiveness  and 
creativity  required  in  situations  involving  the  evaluation  of  information  against 
judgmental  criteria;  advise  and  provide  interpretation  to  others  how  to  apply  policies, 
procedures  and  standards  to  specific  situations;  analyze  data  and  information  using 
established  criteria,  in  order  to  determine  consequences  and  to  identify  and  select 
alternatives;  make  mechanical  repairs  to  computer  equipment;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Three  to  four  years  of  directly  related  experience  which 
demonstrates  a  wide  range  of  knowledge  and  ability  in  the  technical  support  area. 

Training:  High  school  diploma  or  equivalent  and  some  technical  training  in  the 
areas  described  above. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  taking  apart  casings,  installing 
parts  and  reconnecting  computers. 
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Definition:  Under  general  direction,  provides  direct  ongoing  supervision  to  other  IS  Technicians; 
performs  the  day-to-day  technical  support  of  the  most  complex  IS  computer  and/or 
communications  equipment;  solves  the  most  complex  technical  support  problems,  suggesting 
ways  to  improve  the  system;  performs  the  most  difficult  and  complex  duties  of  the  unit; 
assembles,  installs,  connects,  maintains,  tests,  repairs,  and  replaces  IS  computer  and 
communications  equipment. 

Distinguishing  Features:  The  Supervisor  IS  Technicians  is  the  supervising  level  in  the 
Technician  series.  Positions  at  this  level  are  distinguished  from  lower  level  classifications  in  the 
supervisor  responsibilities  required  as  well  as  the  complexity  of  the  work.  This  classification 
works  under  the  direction  of  higher  level  management  staff  and  emphasis  is  on  supervision  and 
performing  the  more  complex  work  of  the  unit.  Work  is  judged  primarily  on  overall  results  with 
great  latitude  in  determining  work  methods  and  assignment  requirements.  Employees  at  this  level 
have  greater  authority  over  assignments  and  decisions  required  to  complete  the  work. 
Performance  is  measured  by  timely  completion  of  predetermined  goals  and  objectives. 

Supervision  Exercised:  Supervises  IS  Technicians,  technical,  clerical  and  other  functional  staff 
in  the  assigned  work  unit. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Supervise,  assign,  review  and  may  participate  in  the  work  of  subordinates  in  assigned  unit. 

2.  Review  and  recommend  a  variety  of  personnel  actions  in  such  areas  as  performance 
evaluation,  training,  selection  and  disciplinary  measures. 

3.  Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance. 

4.  Ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates. 

5.  May  monitor,  coordinate  and  assist  in  developing  the  assigned  work  unit  budget. 

6.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations  which  are  developed  by  higher  level  management  staff. 

7.  Coordinate  user  rxaining  on  computer  operations  and  telecommunications  equipment. 

8.  Plan  for  future  equipment  needs  and  requirements;  perform  site  surveys;  advise  clients  of 
new  technologies  to  meet  their  needs;  interface  with  users  and  departmental  staff  to 
facilitate  new  projects. 

9.  Oversee  the  monitoring  of  system  performance;  troubleshoot  and  repair  the  more  complex 
computer  problems;  review  progress  reports. 

10.  Oversee  the  installation  of  hardware  and  software  in  local  and  remote  sites;  direct  the 
maintenance  of  equipment;  schedule  preventive  maintenance  as  necessary. 
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1 1 .  Maintain  equipment  inventories;  direct  the  preparation  of  procedures  documentation. 

12.  Coordinate  with  vendors  and  contractors  for  outside  services  as  needed;  evaluate  their 
performance;  facilitate  contract  payments. 

13.  Perform  related  duties  and  responsibilities,  as  required. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Techniques  and  practices  of  supervision  and  project  management;  training 
techniques;  techniques  and  procedures  for  hardware  parts  installation,  replacement  and 
repair;  the  operating  characteristics  of  information  systems  equipment,  including  host 
computers,  network  servers/gateways,  printers,  storage  systems,  controllers/multiplexers, 
network  hubs/concentrators,  bridges,  communication  switches,  terminals,  PC  workstations, 
and  other  central  or  peripheral  devices;  emerging  technologies. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  manage  and  direct  a  group  of 
workers,  including  the  ability  to  provide  counseling  and  mediation;  persuade,  convince  and 
train  others;  decide  the  time,  place  and  sequence  of  operations  within  an  organizational 
framework,  as  well  as  the  ability  to  oversee  their  execution;  exercise  the  decisiveness  and 
creativity  required  in  situations  involving  the  evaluation  of  information  against  judgmental 
criteria;  make  mechanical  repairs  to  computer  equipment;  read  and  understand  professional 
journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience:  At  least  five  years  directly  related  experience,  with  some  in  a  lead 
capacity,  which  demonstrates  the  knowledge  and  ability  to  supervise  IS 
Technicians. 

Training:  High  school  diploma  or  equivalent  and  some  technical  training  in  the 
areas  described  above. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements:  Some 
positions  may  require  sufficient  strength  and  coordination  for  lifting,  pushing, 
pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require  bending, 
stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer  cables. 
May  require  hand  eye  coordination  for  taking  apart  casings,  installing  parts  and 
reconnecting  computers. 


Effective  Date.  May  17.  1997 
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Definition;  Under  general  supervision,  provides  technical  support  for  moderately  sized 
networks  utilizing  mini-computers  and  multiple  Local  Area  Networks  (LANs);  installs, 
maintains,  and  enhances  software,  hardware  and  peripherals;  coordinates  user  training;  performs 
data  and  access  protection  processes;  performs  related  work  which  may  include  computerized 
data  input  and  record  maintenance. 

Distinguishing  Features:  The  IS  Administrator  I  is  the  entry  level  classification  in  the 
Administrator  series.    Positions  at  this  level  are  distinguished  from  those  in  the  journey  level  in 
that  the  Administrator  I  performs  a  significant  portion  of  the  work  assigned  to  the  journey  level, 
but  without  the  independence  or  full  responsibility  expected  at  the  higher  levels.  Assignments 
are  generally  limited  in  scope  and  are  set  within  procedural  frameworks  established  by  higher 
level  positions.  As  experience  accrues,  the  incumbent  performs  with  increasing  independence. 
Performance  is  measured  by  timely  and  accurate  completion  of  work.  Some  direction  is 
provided  after  assignment,  however,  employee  has  some  choice  of  method  and  occasionally 
develops  their  own  methods. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class (es)  and  are  not  intended  to  be  an  inclusive  list. 

1.  Provide  technical  support  and  maintenance  for  networks;  assist  in  network  upgrades; 
provide  technical  support  to  department  programs  and  staff  in  the  use  and  interpretation 
of  databases;  assign  logons  and  rights,  print  queues  and  directory  structures;  reset 
passwords;  create  departmental  groups;  run  security  programs. 

2.  Monitor  computer  and  telecommunications  systems,  including  data  lines,  terminals  and 
printers;  troubleshoot  hardware/software  problems;  may  coordinate  with  vendors  for 
equipment  repair. 

3.  Analyze  and  resolve  system  problems  to  ensure  continuous  system  operations  required 
for  scheduled  data  processing  functions;  administer  off-site  storage  of  data. 

4.  Install  and  configure  server  hardware,  workstations  and  various  peripherals;  install 
software  applications. 

5.  Develop  formats  and  applications  for  end  users;  convert  documents. 

6.  Produce,  review  and  assist  in  the  development  of  client  data,  service  and  billing  issues 
and  documentation  to  comply  with  governmental  mandates  and  regulations. 

7.  Monitor  and  review  system  software  applications  and  procedures  pertaining  to  accurate 
reporting;  interpret  system  output  and  data  processing  operations  for  accuracy  and 
completeness;  provide  communications  support  between  systems. 
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8.  Assist  in  the  development  and  production  of  system/end-user  documentation  for  J 
applications  processing  and  procedures. 

9.  Assist  in  the  development  and  implementation  of  training  activities  and  materials; 
instruct  users  in  logon  and  document  identification  procedures. 

10.  Generate  reports  and  statistics;  perform  system  backups;  retrieve  documents. 

1 1 .  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  On-site  broad  based  user  technical,  operational,  programming  and 
analytical  problem  solving  support;  data  processing  methods;  personal  computer 
applications;  data  base  and  spreadsheet  concepts. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to 
solve  systems  problems;  make  minor  mechanical  repairs  to  computer  and 
communications  equipment;  classify,  compute  and  tabulate  data  and  information 
following  a  prescribed  plan  requiring  exercise  of  some  judgement;  advise  and  provide 
interpretation  to  others  how  to  apply  policies,  procedures  and  standards  to  specific 
situations;  exercise  the  judgement,  decisiveness  and  creativity  in  situations  involving  a 
variety  of  pre-defined  duties  subject  o  frequent  change;  read  and  understand  professional 
journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likelv  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Some  experience  in  electronic  data  processing  and  its  applications; 
basic  research  and  problem  solving  methods  useful. 

Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  semi-skilled  movements,  such  as 
taking  apart  casings,  installing  parts,  reconnecting  computers  and  data  entry    May 
involve  extensive  VDT  exposure. 

Fffective  Date:  Mav  17.  1997 
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Definition;  Under  general  direction,  performs  a  full  range  of  system  administration  activities  for 
a  medium  size  network  with  mini-computers  and  multiple  Local  Area  Networks  (LANs)  or 
assists  with  system  administration  for  a  large  network  within  a  framework  of  established 
procedures;  provides  ongoing  and  remedial  user  training;  establishes  and  performs  data  and 
access  protection  processes;  and  performs  related  work  which  may  include  data  input  and  record 
maintenance. 

Distinguishing  Features:  The  IS  Administrator  II  is  the  journey  level  in  the  Administrator 
series.  Positions  at  this  level  are  distinguished  from  those  in  the  first  level  in  that  the  latter  is  less 
independent  and  the  system  administration  responsibilities  are  less  complex  and  narrower  in 
scope.  Yet,  the  journey  level  is  responsible  for  smaller  and  less  complex  systems  than  the  III 
classification.  Work  is  generally  performed  independently  within  established  procedures.  At 
this  level,  incumbents  work  with  only  occasional  instruction  or  assistance.  Employee  has 
latitude  in  determining  work  methods  and  assignment  requirements.  Performance  is  measured 
by  accurate  and  timely  completion  of  work.  Work  is  reviewed  upon  completion  and  for  overall 
results. 

Supervision  Exercised:  May  be  expected  to  provide  supervision  to  subordinate  clerical  or 
technical  staff,  however,  supervisory  responsibilities  are  ancillary  to  the  main  intent  and  focus  of 
the  position. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Monitor  and  enhance  moderately  complex  computer  and  communications  systems  to 
insure  proper  functioning:  recommend  solutions  to  correct  malfunctions. 

2.  Install  and  configure  computer  and/or  telecommunications  hardware  and  software; 
service  and  maintain  equipment. 

3.  Design,  code,  debug,  maintain  and  document  programs  and  procedures  used  to  enhance 
existing  local  area  network  or  minicomputer  functions. 

4.  Design,  develop  and  implement  computer  applications  for  user  departments. 

5.  Provide  technical  assistance  to  users;  consult  on  feasibility,  costs  and  benefits  of 
additions  or  enhancements:  perform  help-desk  functions. 

6.  Administer  remote  logons,  system  securities,  data  transfers,  and  remote  activities.- 

7.  Retrieve  and  download/upload  data;  assist  with  the  transition  of  data/operations  between 
systems;  may  provide  on-site  technical  support  for  line  printers. 
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8.  Research,  analyze  and  test  application  or  system  software  for  compatibility  and  capability 
to  specific  job  applications  and  assignments;  may  recommend  hardware  and  software 
purchases. 

9.  Analyze  and  verify  statistical  information  in  databases  to  insure  the  accuracy  of  computer 
reports  and  data  integrity. 

1 0.  Maintain  system  backups  and  control  records;  assist  in  the  maintenance  of  files  and 
libraries;  create  logical  directory  structure;  may  be  responsible  for  retention  and  storage 
of  databases. 

1 1 .  Assess  and  coordinate  user  training. 

12.  Maintain  materials  and  supply  inventories;  reconcile  discrepancies  of  service  and 
payments. 

13.  Coordinate  and  schedule  hardware  repairs;  create  user  groups  and  individual  accounts. 

14.  Monitor  budgets;  prepare  specifications. 

15.  Research  and  analyze  data;  compile,  tabulate  and  generate  reports;  document  procedures 
and  programs;  may  develop  written  help  materials. 

16.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  On-site  broad  based  technical,  operational,  programming  and  analytical 
problem  solving  support;  installation,  maintenance,  expansion  and  upgrading  of  software, 
hardware,  networks  and  peripherals,  common  operating  systems;  data  processing 
methods  and  procedures;  training  techniques. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to 
solve  computer  and  systems  problems;  establish  and  mainfain  effective  working 
relationships;  apply  new  technologies  and  system  changes;  analyze  and  categorize  data 
and  information  in  order  to  determine  the  relationship  of  the  data  with  reference  to 
established  criteria/standards;  advise  and  provide  interpretation  to  others  how  to  apply 
policies,  procedures  and  standards  to  specific  situations;  exercise  the  judgement, 
decisiveness  and  creativity  required  in  situations  involving  the  evaluation  of  information 
against  measurable  criteria;  read  and  understand  professional  journals  and  literature; 
prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  two  years  of  experience  which  demonstrates  the  knowledge 
and  ability  to  assume  system  administration  responsibilities. 

Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  closely  related  field. 

License  or  Certificate:  None 


I 
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Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  for  semi-skilled  movements,  such  as 
taking  apart  casings,  installing  parts,  reconnecting  computers  and  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 


City  and  County  of  San  Francisco 
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Definition:  Under  genera!  direction,  performs  a  full  range  of  system  administration  activities  for 
a  large  network  with  mini-computers  and  multiple  Local  Area  Networks  (I  A_Ns);  develops  ad- 
hoc  desk  level  system  instruction  and  provides  ongoing  and  remedial  user  training;  establishes 
and  performs  data  and  access  protection  processes;  integrates  hardware,  operating  systems  and 
program  applications. 

Distinguishing  Features:  The  IS  Administrator  III  is  the  advanced  journey  level  in  the 
Administrator  series.  Positions  at  this  level  are  distinguished  from  those  in  the  journey  level  in 
the  responsibilities  for  larger  and  more  complex  systems.  Incumbents  must  possess  a  significant 
level  of  specialized,  technical  or  functional  expertise  beyond  that  expected  at  the  journey  level. 
The  Administrator  III  classification  is  distinguished  from  the  Supervisor  le«'el  in  the  limited 
supervisory  responsibilities  exercised.  Positions  at  this  level  required  highly  specialized 
knowledge,  skills,  abilities  and  experience  and  often  exercise  independent  judgement  in  the 
performance  of  their  duties.  Objectives  are  determined  by  supervisors.  Work  is  judged  primarily 
on  overall  results  with  great  latitude  in  determining  work  methods  and  assignment  requirements. 
Employee  has  greater  authority  over  assignments  and  decisions  to  complete  the  work  than  lower 
level  classifications  in  this  series. 

Supervision  Exercised:  May  provide  supervision  to  professional  subordinate  positions,  of 
assume  responsibility  for  coordinating  a  defined  program. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  c'.ass(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Design,  install,  administer,  maintain  and  upgrade  operating  systems,  including  Novell, 
DOS,  Unix,  Apple,  and  Windows. 

2.  Monitor  and  enhance  complex  computer  and  telecommunications  .systems,  on-site  or 
remote;  develop,  design  and  implement  problem  solutions,  using  st?ndard  analysis 
techniques;  document  eventual  solutions. 

3.  Interface  with  users  and  programmers  to  determine  and  communicate  needs; 
recommended  interfaces;  assist  technical  staff  in  providing  estimates  to  other  departments 
regarding  data  wiring  projects. 

4.  Add  and  delete  users,  including  their  configurations,  security  rights  and  access  rights. 

5.  Install,  maintain  and  upgrade  hardware  and  peripherals;  install  and  rnhance  applications. 

6.  Conduct  application  problem  resolution;  determine  and  clearly  define  problems; 
coordinate  definitions  with  programmers  and  vendors,  and/or  operators;  may  write  code 
as  required. 
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7.  Provide  technical  assistance  to  users;  consult  on  feasibility,  costs  s>nd  benefits  of 
additions  or  enhancements. 

8.  Assess  and  coordinate  user  training. 

9.  Research  hardware  and  software  technologies;  plan  for  future  requirements. 

10.  Perform  regularly  scheduled  backups  and  archives. 

11.  Prepare  specifications;  solicit  and  evaluate  vendor  bids;  purchase  necessary  hardware, 
software,  manuals,  and  the  like. 

12.  Prepare  procedures  documentation. 

13.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  On-site  broad  based  technical,  operational,  programming  ind  analytical 
problem  solving  support;  installation,  maintenance,  expansion  and  upgrading  of  software, 
hardware,  networks  and  peripherals;  computer  languages;  common  operating  systems  and 
relational  database  systems;  interactive  or  macro-based  applications;  data  processing 
methods;  training  techniques;  functional  requirements,  structured  systems  or  procedures 
analysis. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  tc 
solve  computer  and  systems  problems;  establish  and  maintain  effective  working 
relationships;  analyze  data  and  information  using  established  criteria,  in  order  to 
determine  consequences  and  to  identify  and  select  alternatives;  advise  and  provide 
interpretation  to  others  how  to  apply  policies,  procedures  and  standards  to  specific 
situations;  train  others;  exercise  decisiveness  and  creativity  required  in  situations 
involving  the  evaluation  of  information  against  judgmental  criteria;  design  and 
implement  local,  wide  area  and  communication  networks;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Three  to  four  years  directly  related  experience  that  demonstrates  a 
wide  range  of  system  administration  knowledge  and  responsibilities. 

Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  requne 
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bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  hand/eye  coordination  and  manual  dexterity  for  semi-skilled 
movements  such  as,  taking  apart  casings,  installing  parts,  reconnecting  computers 
and  data  entry.  May  involve  extensive  VDT  exposure. 


Effective  Date:  Mav  17,  1997 


( 
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Definition:  Under  general  direction,  provides  direct  ongoing  supervision  to  other  system 
administrators  working  in  a  large  network  with  mini-computers  and/or  multiple  Local  Area 
Networks  (LANs);  develops  ad-hoc  desk  level  system  instruction  and  provides  ongoing  and 
remedial  user  training;  establishes  and  performs  data  and  access  protection  processes;  integrates 
hardware,  operating  systems  and  program  applications;  performs  the  most  difficult  and  complex 
duties  of  the  unit. 

Distinguishing  Features:  The  Supervisor  IS  Administrators  is  the  supervising  level  in  the 
Administrator  series.  Positions  at  this  level  are  distinguished  from  those  in  the  lower  level 
Administrator  classifications  in  the  supervisory  responsibilities  exercised,  and  the  size  and 
complexity  of  the  systems  under  their  direction.  Emphasis  is  on  supervision  and  performing  the 
more  complex  work  of  the  unit.  Work  is  performed  within  a  broad  framework  of  general  policy. 
Employee  exercises  broad  judgement  in  defining  work  objectives  and  determining  methods  and 
systems  to  meet  objectives.  Performance  is  measured  by  timely  completion  of  predetermined 
goals  and  objectives,  as  well  as  the  smooth  operation  of  the  systems  under  their  authority. 

Supervision  Exercised:  Supervises  IS  Administrators,  technical,  clerical  and  other  functional 
staff  in  the  assigned  work  unit. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Supervise,  assign,  review  and  may  participate  in  the  work  of  subordinates  in  assigned  unit. 

2.  Review  and  recommend  a  variety  of  personnel  actions  in  such  areas  as  performance 
evaluation,  training,  selection  and  disciplinary  measures. 

3.  Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance. 

4.  Ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates. 

5.  May  monitor,  coordinate  and  assist  in  developing  the  assigned  work  unit  budget. 

6.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations  which  are  developed  by  higher  level  management  staff. 

7.  Design,  install,  administer,  maintain  and  upgrade  complex  operating  systems;  provide 
technical  assistance  to  users;  consult  on  feasibility,  costs  and  benefits  of  additions  or 
enhancements;  assist  in  the  transition  of  data  between  systems  on  multiple  platforms. 

8.  Direct  help-desk  functions;  oversee  the  development  and  implementation  of  problem 
resolutions;  coordinate  hardware  repairs;  prioritize  and  schedule  service  requests. 

9.  Coordinate  system  related  activities  with  other  departments  for  multi-departmental 
system  projects;  interface  with  users,  engineers,  operators  and  other  analysts  to  meet  the 
needs  of  the  department. 


San  Francisco:  Supervisor  IS  Administrator 

1 0.  Manage  and  design  the  growth  of  the  systems  and  networks;  monitor  and  enhance 
moderately  complex  computer  and  telecommunications  systems  to  ensure  proper 
functioning. 

1 1 .  Assist  in  developing  City/County  standards  for  LANAVAN  administration. 

12.  Review  plans  for  software  and  hardware  equipment  and  services;  oversee  request  tor 
proposal  process;  oversee  the  maintenance  inventories;  plan  for  equipment  needs; 
research,  evaluate  and  test  hardware  and  software  products;  coordmate  hardware  and 
software  purchases. 

13.  Research  and  evaluate  software  and  hardware  technologies;  plan  for  tiitu-e  requirements. 

14.  Assess  user  training  needs;  develop  training  programs  and  materials;  provide  instruction 
on  new  capabilities. 

15.  Develop  detailed  specifications;  prepare  procedures  documentation. 

16.  Manage  and  review  the  performance  of  contractors  and  vendors;  resolve  disputes. 

17.  Attend  meetings;  represent  the  unit  on  committees  as  necessarv. 

18.  Perform  related  duties  and  responsibilities,  as  required. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  On-site  broad  based  technical,  operational,  programming  and  analytical 
problem  solving  support;  installation,  maintenance,  expansion  and  upgrading  of  software, 
hardware,  networks  and  peripherals;  practices  and  techniques  of  supervision  and  project 
management;  training  techniques;  computer  languages;  and  interactive  or  macro-based 
applications;  data  processing  methods;  common  operating  systems  and  relational 
database  systems;  systems  analysis  and  design;  functional  requirements,  structured  or 
procedures  analysis;  emerging  technologies. 

Ability  to:  Manage  and  direct  a  group  of  workers,  including  the  ability  to  provide 
counseling  and  mediation;  persuade,  convince  and  train  others;  decide  the  time,  place  and 
sequence  of  operations  within  an  organizational  framework,  as  well  as  the  ability  to 
oversee  their  execution;  communicate  effectively  orally  and  in  writing;  establish  and 
maintain  good  working  relationships  with  peers,  vendors  and  contractors;  exercise 
decisiveness  and  creativity  required  in  situations  involving  the  evaluation  of  information 
against  judgmental  criteria;  conduct  cost/benefit  analyses;  use  logic  and  analysis  to  solve 
computer  and  systems  problems;  read  and  understand  professional  jo arruls  and  literature; 
prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying     f  typical  way  to  obtain  this  would 
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Experience:  Five  to  six  years  directly  related  experience  that  demonstrates  the 
knowledge  and  ability  to  supervise  and  provide  technical  leadership  to  IS 
personnel  involved  in  the  system  administration  function. 
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Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  related  field. 


License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  primer 
cables.  May  require  hand/eye  coordination  and  manual  dexterity  for  semi-skilled 
movements,  such  as  taking  apart  casings,  installing  parts,  reconnecting  computers 
and  data  entry.  May  involve  extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 
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1031  IS  TRAINER  -  ASSISTANT 


Definition:  Under  general  supervision,  provides  scheduling  and  software  support  for  training 
programs;  may  provide  lower  level  tutorial  instruction  on  operational  procedures  within  a 
particular  software  program,  application  and/or  procedure.  Typically,  this  classification  is  found 
in  a  large  department  with  a  training  unit. 

Distinguishing  Features:     This  classification  is  the  entry  level  in  the  Trainer  series.  It  is 
distinguished  from  the  journey  level  classification  in  technical  complexity  of  the  work  performed 
and  the  percentage  of  time  performing  instructional  activities;  this  classification  serves  as  a  back- 
up instructor.  Assignments  are  generally  limited  in  scope,  contain  fairly  routine  tasks,  and  are 
performed  within  a  procedural  framework  established  by  higher  level  employees.  As  experience 
is  acquired,  the  employee  performs  with  less  immediate  supervision.  Work  requires  incumbents 
to  exercise  some  judgement  in  selecting  appropriate  established  guidelines  to  follow.  Significant 
deviations  require  prior  approval.  Interpretation  of  general  administrative  or  operational  policies 
may  be  necessary.  Performance  is  measured  by  completion  of  work  in  a  timely  and  accurate 
manner. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Work  with  departmental  training  coordinators  in  establishing  course/class  demands; 
acquire  and  schedule  resources  as  required. 

2.  Schedule  training  classes,  including  facilities,  instructors  and  students. 

3.  Provide  back-up  instruction;  teach  introductory  classes  in  a  particular  software  program 
or  application  as  necessary. 

4.  Load  new  software  onto  training  computers  and  ensure  it  is  operating  correctly;  provide 
basic  software  support  for  training  computers  and  respond  to  service  requests  as  problems 
arise. 

5.  Assist  in  the  publication  of  training  schedule;  develop  and  distribute  announcements 
promoting  training  programs. 

6.  Maintain  supplies,  courseware,  student  workbooks,  etc.  at  required  levels;  review  all 
vendor  invoices  for  accuracy;  recommend  approval  and/or  adjustments. 

7.  Develop  management  reports  detailing  course  utilization,  effectiveness,  student 
satisfaction  and  survey  results. 

8.  Maintain  student  records,  education  profiles  and  training  programs;  maintain  technical 
library;  recommend  acquisitions  of  appropriate  reference  materials. 

9.  Perform  related  duties  and  responsibilities,  as  assigned. 
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Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Basic  functions  of  commonly  used  personal  computer  software;  basic 
statistical  concepts;  training  techniques. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  classify,  compute  and 
tabulate  data  and  information,  following  a  prescribed  plan  requiring  the  exercise  of  some 
judgement;  explain,  demonstrate  and  clarify  to  others  within  well  established  policies, 
procedures  and  standards,  as  well  as  follow  specific  instructions;  exercise  the  judgment, 
decisiveness  and  creativity  in  situations  involving  a  variety  of  pre-defined  duties  subject 
to  frequent  change;  establish  and  maintain  effective  working  relationships  with  peers, 
students,  users,  vendors,  and  management;  train  others  in  the  use  of  personal  computer 
software  programs;  read  and  understand  professional  journals  and  literature;  prioritize 
competing  requests  for  service. 

Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Six  months  to  one  year  closely  related  experience  which 
demonstrates  the  knowledge  and  ability  to  provide  basic  software  training  support 
and  to  interact  with  students. 

Training:  Associate's  degree  or  technical  school  completion. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer 
cables.  May  require  standing  and/or  sitting  for  extended  periods  of  time. 
Requires  hand/eye  coordination  and  manual  dexterity  for  connecting  cables  and 
data  entry.  May  involve  extensive  VDT  exposure. 


Effective  Date:       May   17,    1997 
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1032  IS  TRAINER 


Definition:  Under  general  direction,  provides  tutorial/classroom  instruction  for  a  broad  range  of 
operational  procedures  within  a  variety  of  software  programs,  intermediate  level  and  lower  level 
applications,  and/or  procedures.  Typically,  this  classification  is  found  in  a  large  department  with 
a  training  unit. 

Distinguishing  Features:     This  classification  is  the  journey  level  in  the  Trainer  series.  The 
journey  level  classification  performs  a  full  range  of  instructional  activities  and  is  distinguished 
from  the  advanced  journey  level  classification  in  that  instruction  is  limited  to  a  narrower  range 
and/or  less  complex  subjects.  Incumbents  are  expected  to  perform  a  full  range  of  duties  with 
only  occasional  instruction  or  assistance.  Positions  at  this  level  frequently  work  outside  the 
immediate  proximity  of  a  supervisor.  Work  is  normally  reviewed  upon  completion  and  for 
overall  results;  requires  interpretation  of  policies,  procedures  and  guidelines;  and  may  require  the 
development  of  recommendations  consistent  with  directives,  policies  and  regulations. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Develop  and  deliver  instructor-led  technical  training  classes  to  City/County  employees  in 
the  use  of  microcomputers,  operating  systems  and  a  wide  variety  of  software  applications. 

2.  Provide  guidance  in  the  analysis  and  resolution  of  complex  problems  encountered  by  students 
in  their  use  of  a  wide  variety  of  processing  platforms,  software  and  network  services. 

3.  May  assist  departments  in  evaluating  training  requirements. 

4.  May  assist  in  the  evaluation  and  testing  of  new  software  applications  and  upgrades; 
evaluate  new  teaching  materials. 

5.  May  provide  support  for  the  installation  of  software  and  courseware  files  on  training 
computers. 

6.  May  assist  in  the  preparation  of  the  training  schedule,  course  description  guides  and 
training  newsletter. 

7.  May  prepare  requisitions  for  software,  hardware  and  supplies. 

8.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Basic  functions  of  commonly  used  personal  computer  software;  training 
techniques;  current  technologies. 


San  Francisco:  IS  Trainer 

Ability  to:  Communicate  effectively  orally  and  in  writing;  analyze  and  categorize  data 
and  information  in  order  to  determine  the  relationship  of  the  data  with  reference  to 
established  criteria/standards;  advise  and  provide  interpretation  to  others  how  to  apply 
policies,  procedures  and  standards  to  specific  situations;  exercise  the  judgement, 
decisiveness  and  creativity  required  in  situations  involving  the  evaluation  of  information 
against  measurable  criteria;  provide  formal  instruction  in  a  classroom  or  other  structured 
setting;  establish  and  maintain  effective  working  relationships  with  peers,  students,  users, 
vendors,  and  management;  use  logic  and  analysis  to  solve  systems  problems;  read  and 
understand  professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  (raining  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  two  years  of  closely  related  experience  which  demonstrates 
the  knowledge  and  ability  to  teach  effectively. 

Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  related  field. 

License  or  Certificate:  Certificates  may  be  required  to  teach  certain  software 
program  applications. 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  for  semi-skilled  movements,  such  as  keyboard  use.  May 
require  standing  and/or  sitting  for  extended  periods  of  time.  May  involve 
extensive  VDT  exposure. 
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Definition:  Under  general  direction,  provides  tutorial  instruction  on  highly  complex  operational 
procedures  within  all  City  approved  software  programs,  applications,  and/or  procedures; 
tutorial/classroom  instruction  on  all  levels  of  the  application  and/or  procedure;  and/or 
tutorial/classroom  instruction  on  the  application  of  the  software  program  itself  so  that  the  users 
may  function  with  minimum  ongoing  assistance;  may  assist  in  training  less  experienced  trainers. 
Typically,  this  classification  is  found  in  a  large  department  with  a  training  unit. 

Distinguishing  Features:     This  classification  is  the  advanced  journey  level  in  the  Trainer 
series.  The  Senior  level  classification  can  be  distinguished  from  lower  level  classifications  in 
this  series  in  that  instruction  is  in  a  broad  range  of  personal  computer  software  programs  at  the 
intermediate  level,  and  at  times,  the  highest  levels  of  complexity.  Incumbents  perform  a  full 
range  of  duties,  possess  technical  or  functional  expertise  and  perform  specialized  duties  in  a 
highly  independent  manner.  Work  is  judged  primarily  on  overall  results  with  great  latitude  in 
determining  work  methods  and  assignment  requirements.  Employee  has  greater  authority  over 
assignments  and  decisions  required  to  complete  the  work  than  lower  level  positions  in  this  series. 

Supervision  Exercised:  May  involve  coordination  of  a  team  of  workers. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Coordinate  and  deliver  technical  and/or  professional  training  and  educational  services  in 
personal  computer  operating  systems  and  a  wide  variety  of  applications  to  IS  staff;  work 
with  subject  matter  experts  to  develop  technically  complex  training  modules;  provide 
instruction  at  various  levels  on  applications  and  systems  administration,  in-house  or  on- 
site;  develop  custom  training  tailored  to  client  needs;  assist  contract  instructors  in 
teaching  custom  database  development  courses. 

2.  May  conduct  on-site  visits  to  identify  immediate  and  long  range  training  requirements; 
develop  training  plans  and  schedules,  needs  assessments  and  software  recommendations 
in  support  of  current  standards;  conduct  assessments  of  departmental  training  budgets  and 
make  appropriate  recommendations  for  planning/transfers/use  of  funds. 

3.  Develop  training  curriculum;  prepare  and  deliver  instructional  training  classes  for  end- 
user  clients  on  personal  microcomputers  and  the  technical  aspects  of  business  software 
applications;  develop  and  implement  cost  effective  classroom  and  self-study  strategies 
and  programs  in  support  of  the  organization's  human  resource  development  programs; 
meet  with  various  levels  of  management  to  determine  employee  skill  deficiencies,  project 
future  training  demands  and  establish  individual  and  division-wide  professional 
development  programs. 


San  Francisco:  Senior  IS  Trainer 

4.  Coordinate  and  conduct  technical  briefings  on  selected  topics  and/or  facilitate  the 
delivery  of  high  technology  briefings  and  training  to  management,  including  costs, 
benefits,  risks  and  effort  associated  with  acquiring  new  products  and  services. 

5.  Analyze  student  feedback  and  class  evaluations;  determine  opportunities  for 
improvement;  may  prepare  and  publish  training  bulletins  and  schedules;  develop  lesson 
plans  and  training  materials;  may  assist  students,  managers  and  training  coordinators  in 
course  selection. 

6.  Research  and  analyze  the  impact  of  new  technology  and  training  products,  and  prepare 
management  reports  recommending  its  use  if  it  helps  maximize  the  City's  investment  in 
information  technology;  coordinate  demonstration  and  evaluation  copies  of  new  software 
for  IS  staff  and  management;  analyze  new  releases  of  software  and  determine  their  impact 
on  established  training  programs;  make  recommendations  for  change. 

7.  Identify  and  evaluate  alternative  resources  for  external  training  and  education  services 
and  maintains  resource  files  of  approved  training  providers;  research  and  write  technical 
procedures,  advice  and  articles. 

8.  Analyze  the  results  of  needs  assessments  and  training  surveys,  and  recommend  changes 
as  appropriate  to  management;  may  facilitate  the  delivery  of  high-technology  briefings 
and  training  to  management,  including  costs,  benefits,  risks  and  effort  associated  with 
acquiring  new  products  and  services. 

9.  Provide  support  for  the  installation  of  software  and  courseware  files  and  debug  programs 
on  training  computers;  provide  mentor  training  to  less  experienced  trainers. 

10.  Perform  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Network  communications;  data  processing  methods  and  applications; 
common  operating  systems;  training  techniques;  technical  writing;  current  technologies; 
project  management. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  provide  formal  instruction  in 
a  classroom  or  other  structured  setting;  establish  and  maintain  effective  working 
relationships  with  peers,  students,  users,  vendors,  and  management;  develop  complex  and 
specialized  training  modules;  exercise  decisiveness  and  creativity  required  in  situations 
involving  the  evaluation  of  information  against  sensory  and/or  judgmental  criteria; 
analyze  data  and  information  using  established  criteria,  in  order  to  determine 
consequences  and  to  identify  and  select  alternatives;  present  complex  subject  matter  to 
individuals  of  various  levels;  lead  and  motivate  students;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 
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Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  At  least  three  to  four  years  of  directly  related  experience  in 
programming  or  business  analysis  and  at  least  two  years  of  experience  in 
delivering  training  in  computer  applications  and  procedures. 

Training:  Bachelor's  degree  preferably  in  computer  science,  information  systems 
or  related  field. 

License  or  Certificate:  Certificates  may  be  required  to  teach  certain  software 
program  applications. 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
standing  and/or  sitting  for  extended  periods  of  time.  May  require  hand/eye 
coordination  for  semi-skilled  movements,  such  as  keyboard  use.  May  involve 
extensive  VDT  exposure. 


Effective  Date:         May  17,    1997 
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Definition:  Under  general  supervision,  assists  in  analyzing,  planning,  implementing,  maintaining, 
troubleshooting  and  enhancing  large  complex  systems  or  networks  consisting  of  a  combination  that 
may  include  mainframes,  mini-computers,  LANs,  WANs  and  the  physical  and  logical  components 
that  integrate  these  systems  together  as  an  enterprise  networking  backbone.  Serves  as  assistant 
technical  architect  and  systems  integrator  for  large  complex  systems  or  networks. 

Distinguishing  Features:     The  Assistant  IS  Engineer  is  the  entry  level  in  the  Engineer  series.  The 
class  is  distinguished  from  the  Journey  level  by  the  complexity  of  the  systems  or  networks 
supported.  Positions  at  this  level  perform  a  significant  portion  of  the  work  assigned  to  the  journey 
level,  but  without  the  independence  or  full  responsibility  expected  of  positions  at  the  journey  level. 
Assignments  are  generally  limited  in  scope  and  are  set  within  procedural  frameworks  established  by 
higher  level  positions.  As  experience  accrues,  the  incumbent  performs  with  increasing 
independence.  Work  requires  incumbents  to  exercise  some  judgement  in  selecting  appropriate 
established  guidelines  to  follow.  Significant  deviations  require  prior  approval.  Interpretation  of 
general  administrative  or  operational  policies  is  sometimes  necessary. 

Supervision  Exercised:  None 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Assist  in  determining  requirements  for  the  development  or  enhancement  of  large  complex 
systems  or  networks  that  serve  as  a  data  processing  backbone  for  the  City  and  County  of  San 
Francisco's  information  technologies  infrastructures. 

2.  Assist  in  the  designing,  planning,  integration,  testing,  implementation,  documentation  and 
enhancement  of  the  physical  and  logical  components  of  a  large  complex  system  or  network. 

3.  Assist  in  performing  systems  integration  for  interoperability  over  dissimilar  platforms  and 
technologies.  This  may  involve  the  integration  of  various  protocols,  systems  software, 
hardware  and  communications  platforms. 

4.  Determine  the  proper  installation  parameters  for  software  and  hardware  for  smooth 
integration  and  efficiency  in  relation  to  the  enterprise  system  and  network. 

5.  Assist  in  writing  "user  exits"  to  customize  large  systems  software  which  may  involve 
specialized  programming  languages. 

6.  Assist  in  analyzing,  detecting,  identifying  and  correcting  complex  systems  software  or 
hardware  deficiencies. 

7.  Provide  24-hour  on-call  support  to  ensure  rapid  recovery  from  software  or  hardware 
problems  for  mission-critical  systems  and  networks. 
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8.  Assist  in  the  resolution  of  technical  problems  through  telephone  calls  to  vendors,  other  IS 
professionals  and  departments. 

9.  Assist  in  planning,  implementing  and  maintaining  upgrades/updates/fixes  for  core  operating 
systems  and  their  related  components,  without  negative  impact  to  the  overall  availability  and 
reliability  of  the  enterprise  systems/networks. 

10.  Document  procedures  and  troubleshooting  techniques  related  to  systems/networks  software 
and  hardware;  develop  and  review  documentation  prior  to  general  distribution. 

1 1 .  May  assist  in  planning,  developing  and  implementing  backup  and  disaster  recovery 
procedures  for  large  systems  and  networks. 

12.  Perform  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  The  functions  of  the  core  hardware  and  software  components  that  comprise 
a  large  system  or  enterprise  network.  Analysis  and  evaluation  techniques  for 
troubleshooting  large  systems  or  networks. 

Ability  to:  Solve  problems  with  minimal  disruption  or  impact  to  the  system  or  network. 
Exercise  judgement,  decisiveness  and  creativity  in  designing,  planning,  troubleshooting  and 
integration  of  large  systems  or  networks  based  on  the  potential  benefits  and/or 
consequences.  Communicate  effectively;  establish  good  working  relationships  with  other  IS 
professionals,  vendors,  management  and  departments.  Read  and  understand  professional 
journals,  manuals  and  literature.  Prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience:  Relevant  professional  Information  Systems  experience  that 
demonstrates  the  knowledge  and  ability  to  perform  the  essential  duties. 

Training:  A  bachelor's  degree,  preferably  in  computer  science,  management 
information  systems,  data  processing,  electrical  engineering  or  a  closely  related  field. 

License  or  Certificate:  None. 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements:  Some 
positions  may  require  sufficient  strength  and  coordination  for  lifting,  pushing, 
pulling  and/or  carrying  the  weight  of  computer  systems  equipment.  May  require 
bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  systems 
hardware.  May  require  hand/eye  coordination  and  manual  dexterity  for  taking  apart 
casings,  installing  parts  and  reconnecting  computer  systems  hardware.  May  involve 
extensive  VDT  exposure. 


Effective  Date:  May  17.  19Q7 
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Definition:  Under  direction,  analyzes,  plans,  designs,  implements,  maintains,  troubleshoots  and 
enhances  large  complex  systems  or  networks  consisting  of  a  combination  that  may  include 
mainframes,  mini-computers,  LANs,  WANs  and  the  physical  and  logical  components  that 
integrate  these  systems  together  as  an  enterprise  networking  backbone.  Serves  as  the  technical 
architect  and  systems  integrator  for  large  complex  systems  or  networks. 

Distinguishing  Features:     The  IS  Engineer  is  the  journey  level  position  in  the  Engineer  series. 
The  class  is  distinguished  from  the  Senior  level  by  the  complexity  of  the  systems  or  networks 
supported,  and  is  more  independent  than  the  Assistant  level.  This  classification  performs  a  wide 
range  of  complex  analytical,  design,  planning,  implementation,  enhancement  and  problem 
resolution  tasks  on  large  complex  systems  and  networks.  It  works  within  a  framework  of 
established  procedures  and  interprets  policies,  procedures  and  guidelines.  This  level  may 
formulate  recommendations  consistent  with  directives,  policies,  standards  and  regulations. 
Incumbents  require  only  occasional  instruction  or  assistance.  Work  is  reviewed  upon  completion 
and  for  overall  results. 

Supervision  Exercised:  May  provide  direction  to  subordinate  Engineer  staff  and  other  technical 
staff.  May  provide  consultation  and  guidance  to  all  other  IS  job  families.  Such  responsibilities 
are  ancillary  to  the  main  intent  and  focus  of  the  position. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Determine  requirements  for  the  development  or  enhancement  of  large  complex  systems 
or  networks  that  serve  as  a  data  processing  backbone  for  City  and  County  of  San 
Francisco's  information  technologies  infrastructures.  May  research  and  conduct 
feasibility  studies  on  new  technologies. 

2.  Design,  plan,  integrate,  test,  implement,  document  and  enhance  the  physical  and  logical 
components  of  a  large  complex  system  or  network.  This  may  involve  the  analysis  and 
evaluation  of  systems  software,  hardware  and  communications  strategies. 

3.  Perform  systems  integration  for  interoperability  over  dissimilar  platforms  and 
technologies.  This  may  involve  the  integration  of  various  protocols,  systems  software, 
hardware  and  communications  platforms. 

4.  Determine  the  proper  installation  parameters  for  software  and  hardware  for  smooth 
integration  and  efficiency  in  relation  to  the  enterprise  system  and  network. 

5.  Write  "user  exits"  to  customize  large  systems  software  which  may  involve  specialized 
programming  languages. 

6.  Analyze,  detect,  identify  and  correct  complex  systems  software  or  hardware  deficiencies. 
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7.  Provide  24-hour  on-call  support  to  ensure  rapid  recovery  from  software  or  hardware 
problems  for  mission-critical  systems  and  networks. 

8.  Act  as  the  liaison  between  vendors,  technical  support  hot- lines  and  departments  to  resolve 
complex  systems  or  network  problems.  Assist  in  the  coordination  and  implementation  of 
corrective  measures;  this  may  involve  site  visits,  telephone  assistance,  remote  systems  or 
network  management,  and  participation  in  technical  committees. 

9.  Facilitate  the  demonstration  and  training  of  staff  in  the  use  of  new  hardware  or  software 
products. 

10.  Plan,  implement  and  maintain  upgrades/updates/fixes  for  core  operating  systems  and  their 
related  components,  without  negative  impact  to  the  overall  availability  and  reliability  of 
the  enterprise  systems/networks. 

1 1 .  Document  procedures  and  troubleshooting  techniques  related  to  systems/networks 
software  and  hardware;  develop  and  review  documentation  prior  to  general  distribution. 

12.  May  plan,  develop  and  implement  backup  and  disaster  recovery  procedures  for  large 
systems  and  networks. 

13.  Performs  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  The  functions  of  the  core  hardware  and  software  components  that 
comprise  a  large  system  or  enterprise  network.  Analysis  and  evaluation  techniques  to 
plan,  design,  integrate,  implement,  maintain  and  troubleshoot  large  complex  systems  or 
networks  across  similar  and  dissimilar  technology  platforms. 

Ability  to:  Determine  the  systems  or  networking  requirements  to  plan  for  or  enhance  the 
core  data  processing  needs  for  the  Enterprise  system  or  network.  Solve  problems  with 
minimal  disruption  or  impact  to  the  system  or  network.  Exercise  judgement,  decisiveness 
and  creativity  in  designing,  planning,  troubleshooting  and  integration  of  large  complex 
systems  or  networks  based  on  the  potential  benefits  and/or  consequences.  Develop 
alternative  solutions  within  established  guidelines  and  standards.  Communicate 
effectively;  establish  good  working  relationships  with  other  IS  professionals,  vendors, 
management  and  departments.  Read  and  understand  professional  journals,  manuals  and 
literature.  Prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  two  years  Assistant  IS  Engineer  qi  relevant  professional 
Information  Systems  experience  that  demonstrates  the  knowledge  and  ability  to 
preform  the  essential  duties. 

Training:  A  bachelor's  degree,  preferably  in  computer  science,  management 
information  systems,  data  processing,  electrical  engineering  or  a  closely  related 
field. 

License  or  Certificate:  None. 


San  Francisco:  IS  Engineer 


Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  systems  equipment.  May 
require  bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer 
systems  hardware.  May  require  hand/eye  coordination  and  manual  dexterity  for 
taking  apart  casings,  installing  parts  and  reconnecting  computer  systems 
hardware.  May  involve  extensive  VDT  exposure. 


Effective  Date:  May  17, 1997 
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Definition:  Under  general  direction,  analyzes,  plans,  designs,  implements,  maintains, 
troubleshoots  and  enhances  large  complex  systems  or  networks  consisting  of  a  combination  that 
may  include  mainframes,  mini-computers,  LANs,  WANs  and  the  physical  and  logical 
components  that  integrate  these  systems  together  as  an  enterprise  networking  backbone.  Serves 
as  the  senior  technical  architect  and  systems  integrator  for  large  complex  systems  or  networks. 

Distinguishing  Features:     The  Senior  IS  Engineer  is  the  advanced  journey  level  in  the 
Engineer  series.  The  class  is  distinguished  from  the  journey  level  by  the  complexity  and  size  of 
the  systems  or  network  supported.  It  is  also  distinguished  from  the  Journey  level  by  the  amount 
of  discretion  exercised  over  technical  issues,  problems  and  resolutions,  and  that  it  possesses  a 
significant  level  of  specialized  technical  and  functional  expertise  beyond  that  expected  at  the 
Journey  level.  This  level  is  distinguished  from  the  Principal  level  in  that  Senior  level  exercises 
no  or  limited  supervisory  responsibilities  or  the  lower  technical  leadership  displayed.  Positions 
at  this  level  require  highly  specialized  knowledge,  abilities,  skills  and  experience  and  often 
exercise  independent  judgement  in  the  performance  of  their  duties.  The  Senior  level  formulates 
recommendations  consistent  with  directives,  policies,  standards  and  regulations.  Work  is  judged 
primarily  on  overall  results  with  great  latitude  in  determining  work  methods  and  assignment 
requirements.  The  Senior  has  greater  authority  over  assignments  and  decisions  required  to 
complete  the  work  than  lower  level  classifications. 

Supervision  Exercised:  May  provide  supervision  to  subordinate  Engineer  staff  or  other 
technical  staff.  May  serve  as  the  lead  technical  person  in  a  work  unit.  May  provide  consultation 
and  guidance  to  other  IS  job  families.  Supervisory  responsibilities  are  ancillary  to  the  main 
intent  and  focus  of  the  position. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Determine  requirements  for  the  development  or  enhancement  of  large  complex  systems 
or  networks  that  serve  as  a  data  processing  backbone  for  the  City  and  County  of  San 
Francisco's  information  technologies  infrastructures.  May  research  and  conduct 
feasibility  studies  on  new  technologies. 

2.  Design,  plan,  integrate,  test,  implement,  document  and  enhance  the  physical  and  logical 
components  of  large  complex  systems  or  networks.  This  may  involve  the  analysis  and 
evaluation  of  systems  software,  hardware  and  communications  strategies. 

3.  Perform  complex  systems  integration  for  interoperability  over  dissimilar  platforms  and 
technologies.  This  may  involve  the  integration  of  various  protocols,  systems  software, 
hardware  and  communications  platforms. 
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4.  Determine  the  proper  installation  parameters  for  software  and  hardware  for  smooth 
integration  and  efficiency  in  relation  to  the  enterprise  system  and  network. 

5.  Write  complex  "user  exits"'  to  customize  large  systems  software  which  may  involve 
specialized  programming  languages. 

6.  Analyze,  detect,  identify  and  correct  complex  systems  software  or  hardware  deficiencies. 

7.  Provide  24-hour  on-call  support  to  ensure  rapid  recovery  from  software  or  hardware 
problems  for  mission-critical  systems  and  networks. 

8.  Act  as  the  liaison  between  vendors,  technical  support  hot-lines  and  departments  to  resolve 
complex  systems  or  network  problems.  Coordinate  and  implement  corrective  measures; 
this  may  involve  site  visits,  telephone  assistance,  remote  systems  or  network 
management,  and  participation  in  technical  committees. 

9.  Facilitate  the  demonstration  and  training  of  staff  in  the  use  of  new  hardware  or  software 
products. 

10.  Plan,  implement,  maintain  and  coordinate  upgrades/updates/fixes  for  core  operating 
systems  and  their  related  components,  without  negative  impact  to  the  overall  availability 
and  reliability  of  the  enterprise  systems/networks. 

1 1 .  Document  procedures  and  troubleshooting  techniques  related  to  systems/networks 
software  and  hardware;  develop  and  review  documentation  prior  to  general  distribution. 

12.  Plan,  develop  and  implement  backup  and  recovery  procedures  for  large  systems  and 
networks. 

13.  Ensure  that  management  procedures  do  not  negatively  impact  users  or  system 
performance;  communicate  with  managers  regarding  system  performance  and  operational 
issues.  Suggest  improvements  to  management. 

14.  Monitor  daily  systems  performance  and  execute  corrective  measures. 

15.  Performs  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  The  basic  and  advanced  functions  for  the  core  hardware  and  software 
components  that  comprise  complex  large  systems  or  enterprise  networks.  Analysis  and 
evaluation  techniques  to  plan,  design,  integrate,  implement,  maintain  and  troubleshoot 
large  complex  systems  or  networks  across  similar  and  dissimilar  technology  platforms. 

Ability  to:    Determine  the  systems  or  networking  requirements  to  plan  for  or  enhance 
the  core  data  processing  needs  for  the  Enterprise  system  or  network.  Solve  problems 
with  minimal  disruption  or  impact  to  the  system  or  network.  Exercise  judgement, 
decisiveness  and  creativity  in  designing,  planning,  troubleshooting  and  integration  of 
large  complex  systems  or  networks  based  on  the  potential  benefits  and/or  consequences. 
Develop  alternative  solutions  within  established  guidelines  and  standards.  Communicate 
effectively;  establish  good  working  relationships  with  ether  IS  professionals,  vendors, 
management  and  departments.  Read  and  understand  professional  journals,  manuals  and 
literature.  Prioritize  competing  requests  for  service. 
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Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  Two  to  three  years  of  Journey  IS  Engineer  qt  related  professional 
Information  Systems  experience  that  demonstrates  the  knowledge  and  ability  to 
perform  the  essential  duties. 

Training:  A  bachelor's  degree,  preferably  in  computer  science,  management 
information  systems,  data  processing,  electrical  engineering,  or  a  closely  related 
field. 

License  or  Certificate:  None. 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and'or  carrying  the  weight  of  computer  systems  equipment.  May 
require  bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer 
systems  hardware.  May  require  hand/eye  coordination  and  manual  dexterity 
taking  apart  casings,  installing  parts  and  reconnecting  computer  systems 
hardware.  May  involve  extensive  VDT  exposure. 


Effective  Date:  Mav  17,  1997 
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Definition;  Under  general  direction,  provides  direct  ongoing  supervision  to  other  IS  Engineers, 
and/or  provides  technical  leadership  and  direction  and  assumes  technical  responsibility  for 
completion  of  major  projects,  or  serves  as  the  top  technical  authority  for  one  or  more  related 
specialties.  Performs  and  reviews  complex  work  involving  analysis,  planning,  designing, 
implementation,  maintenance,  troubleshooting  and  enhancement  of  complex  large  systems  or 
networks  consisting  of  a  combination  that  may  include  mainframes,  mini-computers,  LANs, 
WANs  and  the  physical  and  logical  components  that  integrate  these  systems  together  as  an 
enterprise  networking  backbone.  Serves  as  the  lead  technical  architect  and  systems  integrator  for 
large  complex  systems  or  networks. 

Distinguishing  Features:     The  Principal  IS  Engineer  is  the  highest  level  in  the  Engineer  series 
and  may  be  assigned  to  function  as  a  supervisor,  expert  or  project  leader.  When  assigned  as  a 
supervisor,  develops,  coordinates  and  executes  policies,  methods  and  procedures,  and  supervises 
personnel;  when  assigned  as  an  expert,  performs  work  requiring  a  very  high  level  of  technical 
knowledge  of  a  specific  area  or  ability  to  integrate  at  a  high  level  the  knowledge  of  several  areas 
(this  is  not  considered  to  be  a  part  of  the  normal  career  path  for  employees  in  this  series;  rather  it 
is  reserved  for  those  employees  with  a  mastery  of  specific  technologies  or  a  particular  expertise); 
when  assigned  as  a  project  leader,  manages  and  provides  technical  leadership  of  projects 
involving  large-scale,  complex  and  highly  analytical  tasks.  Positions  at  this  level  are 
distinguished  from  Senior  IS  Engineers  in  that  the  latter  performs  more  specific  and  small-scale, 
though  complex,  analytical  tasks.  Work  is  performed  within  a  broad  framework  of  general 
policy  and  requires  creativity  and  resourcefulness  to  accomplish  goals  and  objectives,  and  in 
applying  concepts,  plans  and  strategies  which  may  deviate  from  traditional  methods  and 
practices. 

Supervision  Exercised:  May  supervise  subordinate  Engineers  and  technical  staff  in  the  assigned 
work  unit;  or  as  a  Project  leader,  coordinate  a  team  of  workers  within  the  assigned  work  unit  or 
jointly  with  other  units.  May  be  expected  to  provide  consultation  and  guidance  to  IS 
professionals  and  non-IS  professionals. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 


1 .  Analyze  and  evaluate  systems  software,  hardware  and  communications  strategies. 
Research  and  conduct  feasibility  studies  on  new  hardware  and  software.  Provide  cost  and 
time  allocation  estimates.  Make  recommendations  based  on  these  studies. 

2.  Establish  hardware  and  software  standards.  Participate  in  technical  committees. 

3.  May  monitor,  coordinate  and  assist  in  developing  the  work  unit's  budget. 
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4.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations. 

5.  Develop  strategic  plans  to  meet  data  processing  and  technology  needs;  conduct  capacity 
planning  studies  to  project  hardware  and  software  needs. 

6.  Direct  and  monitor  technical  support  activities  related  to  complex  large  systems  or 
networks.  Troubleshoot  and  support  the  system  or  network  in  order  to  maintain  the 
system  or  network's  integrity  and  reliability.  Contact  software  and  hardware  vendors 
when  necessary. 

7.  Provide  problem  determination,  corrective  measures  and  technical  support  to  anyone 
utilizing  services  and  functions  provided  by  the  system  or  network.    This  includes  but  is 
not  limited  to  applications  programmers,  business  analysts,  operations  staff,  help  desk 
staff,  technicians,  administrators,  end  users  and  managers. 

8.  Oversee  data  backup  and  recovery;  ensure  that  sufficient  generations  of  backup  are 
available  for  data  restoration. 

9.  Determine  requirements  for  the  development  or  enhancement  of  large  complex  systems 
or  networks  that  serve  as  a  data  processing  backbone  for  the  City  and  County  of  San 
Francisco's  information  technologies  infrastructures.  May  research  and  conduct 
feasibility  studies  on  new  technologies. 

10.  Design,  plan,  integrate,  test,  implement,  document  and  enhance  the  physical  and  logical 
components  of  large  complex  systems  or  networks.  This  may  involve  the  analysis  and 
evaluation  of  systems  software,  hardware  and  communications  strategies. 

1 1 .  Perform  very  complex  systems  integration  for  interoperability  over  dissimilar  platforms 
and  technologies  for  large  systems  or  networks.  This  may  involve  the  integration  of 
various  protocols,  systems  software,  hardware  and  communications  platforms. 

12.  Determine  the  proper  installation  parameters  for  software  and  hardware  for  smooth 
integration  and  efficiency  in  relation  to  the  enterprise  system  and  network. 

13.  Write  highly  complex  "user  exits"  to  customize  large  systems  software.  This  may  involve 
specialized  programming  languages. 

14.  Analyze,  detect,  identify  and  correct  complex  systems  software  or  hardware  deficiencies. 

15.  Provide  24-hour  on-call  support  to  ensure  rapid  recovery  from  software  or  hardware 
problems  for  mission-critical  systems  and  networks. 

16.  Act  as  the  liaison  between  vendors,  technical  support  hot-lines  and  departments  to  resolve 
complex  systems  or  network  problems.  Coordinate  and  implement  corrective  measures; 
this  may  involve  site  visits,  telephone  assistance,  remote  systems  or  network 
management,  and  participation  in  technical  committees. 

17.  Train  and  demonstrate  technologies  and  systems  to  IS  professionals  and  non-IS 
professionals. 

1 8.  Implement  and  maintain  upgrades/updates/fixes  for  core  operating  systems  and  their 
related  components,  without  negative  impact  to  the  overall  availability  and  reliability  of 
the  enterprise  systems/networks. 

19.  Prepare  specifications  and  procedures  documentation. 

20.  Plan,  develop  and  implement  backup  and  disaster  recovery  procedures  for  large  systems 
and  networks 

21.  May  supervise,  assign,  review  and  may  participate  in  the  work  of  subordinates  in 

assigned  unit.  Perform  as  project  lead  in  major  projects.  Monitor,  coordinate  and  review 

project  tasks  and  resources,  providing  technical  assistance  and  guidance 


San  Francisco:  Principal  IS  Engineer 

22.  May  review  and  recommend  personnel  actions  in  areas  of  performance,  evaluation, 
training,  selection  and  disciplinary  measures.  Ensure  that  appropriate  policies  and 
procedures  are  followed  by  subordinates. 

23.  May  supervise  and  coordinate  the  analysis,  planning,  installation,  integration, 
maintenance,  customization  and  enhancement  of  hardware  and  software  for  complex 
large  systems  or  networks  that  serve  as  a  data  processing  backbone  for  the  City  and 
County  of  San  Francisco's  information  technologies  infrastructure. 

24.  May  perform  as  project  lead  in  major  projects.  Monitor  and  coordinate  project  tasks  and 
resources. 

25.  May  act  as  a  project  lead  to  plan,  implement  and  maintain  upgrades/updates/fixes  for  core 
operating  systems  and  their  related  components,  without  negative  impact  to  the  overall 
availability  and  reliability  of  the  enterprise  systems 'networks. 

26.  Perform  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Advanced  functions  for  the  core  hardware  and  software  components  thai 
comprise  complex  large  systems  or  enterprise  networks.  Analysis  and  evaluation 
techniques  to  plan,  design,  integrate,  implement,  maintain  and  troubleshoot  large 
complex  systems  or  networks  across  similar  and  dissimilar  technology  platforms. 
Techniques  and  practices  of  supervision,  project  management  and  training. 

Ability  to:  Determine  the  systems  or  networking  requirements  to  plan  for  or  enhance  the 
core  data  processing  needs  for  the  Enterprise  system  or  network;  solve  problems  with 
minimal  disruption  or  impact  to  the  system  or  network;  exercise  judgement,  decisiveness 
and  creativity  in  designing,  planning,  troubleshooting  and  integration  of  large  complex 
systems  or  networks  based  on  the  potential  benefits  and/or  consequences;  develop 
alternative  solutions  within  established  guidelines  and  standards;  communicate 
effectively;  coordinate,  schedule  and  orchestrate  the  installation,  maintenance  and 
enhancements  of  large  complex  systems  or  enterprise  networks;  establir-h  good  working 
relationships  with  employees,  other  IS  professionals,  departmental  end  users  and  vendors: 
prioritize  competing  requests  for  service;  read  and  understand  professional  journals  and 
literature;  manage  and  direct  a  group  of  workers;  advise  and  interpret  policies,  procedures 
and  standards. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  to  two  years  of  Senior  IS  Engineer  or  related  experience  that 
demonstrates  the  knowledge  and  ability  to  perform  the  essential  duties. 

Training:  A  bachelor's  degree,  preferably  in  computer  science,  management 
information  systems,  data  processing,  electrical  engineering  or  a  closely  related 
field. 

License  or  Certificate:  None 


San  Francisco:  Principal  IS  Engineer 

Special  Requirements:  ' 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  systems  equipment.  May 
require  bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer 
systems  hardware.  May  require  hand/eye  coordination  and  manual  dexterity  for 
taking  apart  casings,  installing  parts  and  reconnecting  computer  systems 
hardware.  May  involve  extensive  VDT  exposure. 

Effective  Date:        May  17,    1997 


City  and  County  of  San  Francisco  ^„ 

J  *   J  Don  i»»crMTQ  n_Dr 
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Definition:  Under  general  supervision,  assists  in  the  performance  of  various  aspects  of  the 
systems  development  cycle;  and  may  include  needs  analysis,  cost-benefit  analysis,  structured 
systems  analysis  and  design,  feasibility  analysis,  technology  and  software  assessment, 
telecommunications  needs  analysis,  project  planning  and  management,  system  installation, 
implementation  and  testing,  conversion  to  production  status,  technical  and  procedural 
documentation,  user  training,  and  post-implementation  assessment  and  administration. 

Distinguishing  Features:    The  Assistant  IS  Business  Analyst  is  the  entry  level  in  the  Business 
Analyst  series.  Positions  at  this  level  are  distinguished  from  journey  level  Business  Analysts  in 
that  more  routine  functions  are  performed  with  less  independence.  Positions  at  this  level  perform 
a  significant  portion  of  the  work  assigned  to  the  journey  level,  but  without  the  independence  or 
full  responsibility  expected  of  positions  at  the  journey  level.  Assignments  are  generally  limited 
in  scope  and  are  set  within  procedural  frameworks  established  by  higher  level  positions.  As 
experience  accrues,  the  incumbent  performs  with  increasing  independence.  Performance  is 
measured  by  completion  of  work  in  a  timely  and  accurate  manner,  and  ability  to  interact  with 
users/clients. 

Supervision  Exercised:    None 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class (es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Assist  in  the  analysis  of  user  needs  and  requirements;  research  and  evaluate  software. 

2.  Assist  in  conducting  systems  analysis  and  programming  activities  for  moderately 
complex  systems;  document  new  and  modified  systems  and  programs. 

3.  Participate  in  the  development  of  new  applications;  may  test  software  to  ensure 
compatibility. 

4.  Assist  in  the  design  of  new  and/or  revised  systems  and  programs,  and  in  the  coordination 
of  integration  into  existing  systems  and  procedures. 

5.  May  perform  testing  necessary  to  debug  new  and  revised  programs. 

6.  Prepare  procedures  documentation;  generate  reports  and  statistics;  design  tables;  update 
databases;  prepare  flow  charts  and  other  graphic  presentations. 

7.  Assist  in  the  provision  of  user  training;  prepare  instruction  and  technical  manuals. 

8.  Provide  technical  assistance  for  software  and  hardware  problems;  develop  solutions. 

9.  Provide  technical  support  to  users;  conduct  feasibility  studies. 

10.  Coordinate  with  users  and  outside  vendors,  when  necessary,  to  respond  to  service 
requests;  implement  solutions  to  problems. 

1 1 .  Monitor  systems  to  ensure  adequate  performance  and  maintenance;  analyze  and 
recommend  enhancements. 


San  Francisco:  Assistant  IS  Business  Analyst 

1 2.  Participate  in  computer  users  meetings  or  meetings  of  related  committees.  f 

13.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Electronic  data  processing  and  its  applications,  requirements,  installation 
procedures,  hardware,  software  and  maintenance  of  systems;  common  operating  systems; 
relational  databases;  network  environments;  technical  writing. 

Ability  to:  Communicate  effectively  both  orally  and  in  writing;  establish  and  maintain 
good  working  relations  with  department  personnel,  staff,  vendors,  peers,  and 
management;  understand  and  learn  a  variety  of  business  procedures  and  processes;  use 
logic  and  analysis  to  solve  computer  and  systems  problems;  analyze  and  categorize  data 
and  information  in  order  to  determine  the  relationship  of  the  data  with  reference  to 
established  criteria/standards:  explain,  demonstrate  and  clarify  to  others  within 
established  policies,  procedures  and  standards;  exercise  judgement,  decisiveness  and 
creativity  in  situations  involving  a  variety  of  pre-defined  duties  subject  to  frequent 
change;  read  and  understand  professional  journals  and  literature. 


Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:    Some  experience  in  the  information  systems  field,  including 
programming  and  system  analysis  useful. 

Training:  Bachelor's  degree  preferably  in  computer  science,  business 
administration,  or  a  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart  casings, 
installing  parts  and  reconnecting  computers  and  for  performing  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  May  17.  1997 


City  and  County  of  San  Francisco     Dr        ,,rWT5  dept. 
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Definition:  Under  general  direction,  oversees  most  if  not  all  of  the  various  parts  of  the  systems 
development  cycle,  including  needs  analysis,  cost-benefit  analysis,  structured  systems  analysis 
and  design,  feasibility  analysis,  technology  and  software  assessment,  telecommunication  needs 
analysis,  project  planning  and  management,  system  installation,  implementation  and  testing, 
conversion  to  production  status,  technical  and  procedural  documentation,  user  training,  and  post- 
implementation  assessment  and  administration;  may  be  the  sole  MIS  resource  for  an  organization 
with  a  moderately  complex  system. 

Distinguishing  Features:    The  IS  Business  Analyst  is  the  journey  level  in  the  Business  Analyst 
series.  Positions  at  this  level  are  distinguished  from  Senior  level  Business  Analysts  by  the  lesser 
difficulty  and  complexity  of  the  analytical  tasks,  and  is  distinguished  from  the  Assistant  level  by 
the  wider  scope  of  responsibilities.  At  this  level,  incumbents  work  with  only  occasional 
instructions  or  assistance;  analyses  of  average  difficulty  and  complexity  are  performed  with 
considerable  latitude  for  independent  action  on  less  involved  projects.  Work  requires 
interpretation  of  policies,  procedures  and  guidelines;  and  may  require  the  development  of 
recommendations  consistent  with  directives,  policies  and  regulations.  Work  is  normally 
re\iewed  upon  completion  and  for  overall  results. 

Supervision  Exercised:    May  be  expected  to  provide  supervision  to  subordinate  clerical  or 
technical  staff,  however,  supervisory  responsibilities  are  ancillary  to  the  main  intent  and  focus  of 
the  position. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class (es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Assess  and  optimize  system  designs  through  review  and  analysis  of  user  needs, 
customizing  systems  through  system  design  and  administration  to  meet  the  changing 
business  needs  of  the  users;  participate  in  the  development  of  planning  for  remote 
hardware  and  communications  facilities. 

2.  Analyze  data  processing  needs:  research  and  evaluate  software  on  multiple  platforms  to 
assist  users  to  meet  their  departmental  goals;  assist  in  developing  the  evaluation  criteria 
for  software. 

3.  Determine  operating  characteristics  and  requirements;  develop  or  modify  and  document 
general  system  design;  write  detailed  design  specifications;  conduct  "walkthroughs"  for 
proposed  solutions  to  system  problems. 

4.  Conduct  feasibility  studies;  evaluate  vendor  products;  make  recommendations  based  on 
user  requirements  and  systems  analysis  to  ensure  adequate  planning. 

5.  Monitor  the  maintenance  and  enhancement  of  complex  computer  and 
telecommunications  systems  to  ensure  proper  functionality;  provide  support,  analysis, 
coordination  and  assistance  for  networks,  including  disaster  recovery. 


San  Francisco:  IS  Business  Analyst 

6.  Troubleshoot  software  problems  through  telephone  and  site  visit  support;  provide 
technical  assistance  in  planning,  engineering  and  architecture  of  unique  systems  for 
diverse  applications;  implement  solutions  to  problems. 

7.  Conduct  user  training. 

8.  May  install  and  maintain  software;  facilitate  communication  between  clients  and  vendors 
regarding  system  maintenance  issues;  perform  non-routine  adds,  moves  and  changes  as 
needed. 

9.  Test  and  modify  software  for  network  compatibility;  participate  in  the  detail  design  and 
development  of  new  applications;  may  write  database  applications. 

10.  Update  system  software  and  make  modifications  to  system  configurations;  facilitate  data 
communication  between  systems  platforms. 

1 1 .  Implement,  maintain  and  update  databases,  tables  and  security  access;  create,  document 
and  compile  manuals  related  to  procedures. 

12.  Participate  and  represent  the  department  in  computer  users  meetings  or  meetings  of 
related  committees. 

13.  Research  and  evaluate  technology  through  industry  meetings,  seminars,  and  vendor 
contacts;  identify  opportunities  for  improvements  through  automation;  develop  screen 
logic  and  reports. 

14.  Create  and  generate  reports  and  statistics  to  meet  user  and  program  requirements; 
interface  with  other  departments,  jurisdictions  and  users  on  regulations  and  reporting 
requests. 

15.  Conduct  database  systems  analysis  and  designs;  may  perform  data  normalization  tasks; 
assist  in  the  development  of  relational  databases;  assist  in  performance  of  data  conversion 
tasks  and  maintenance  of  data  dictionaries. 

16.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  electronic  data  processing  and  its  applications;  requirements,  installation 
procedures,  hardware,  software  and  maintenance  of  systems;  functional  requirements, 
structured  systems  or  procedures  analysis;  database  analysis;  business  applications 
development;  systems  implementation;  technical  writing;  common  operating  systems; 
relational  databases;  network  environments. 

Ability  to:  Communicate  effectively  both  orally  and  in  writing;  establish  and  maintain 
good  working  relations  with  department  personnel,  staff,  vendors,  peers,  and 
management;  understand  and  learn  a  variety  of  business  procedures  and  processes;  use 
logic  and  analysis  to  solve  computer  and  systems  problems;  translate  functional 
requirements  into  technical  specifications;  analyze  and  categorize  data  and  information  in 
order  to  determine  the  relationship  of  the  data  with  reference  to  established 
criteria/standards;  advise  and  provide  interpretation  to  others  how  to  apply  policies, 
procedures  and  standards  to  specific  situations;  exercise  judgment,  decisiveness  and 
creativity  required  in  situations  involving  the  evaluation  of  information  against 
measurable  criteria;  read  and  understand  professional  journals  and  literature 


San  Francisco:  IS  Business  Analyst 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:    One  to  two  years  in  the  information  systems  field,  including 
programming  and  system  analysis  or  closely  related  experience  that  demonstrates 
the  knowledge  and  ability  to  assume  responsibility  for  most  if  not  all  of  the 
system  development  cycle. 

Training:  Bachelor's  degree,  preferably  in  computer  science,  business 
administration,  or  a  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart  casings, 
installing  parts  and  reconnecting  computers  and  for  performing  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  Mav  17, 1997 


♦ 
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Definition:  Under  general  direction,  oversees  the  more  difficult  and  complex  aspects  of  the 
systems  development  cycle,  including  needs  analysis,  cost-benefit  analysis,  structured  systems 
analysis  and  design,  feasibility  analysis,  technology  and  software  assessment, 
telecommunications  needs  analysis,  project  planning  and  management,  system  installation, 
implementation  and  testing,  conversion  to  production  status,  technical  and  procedural 
documentation,  user  training,  and  post-implementation  assessment  and  administration;  may  be 
the  primary  MIS  resource  for  an  organization  with  a  complex  system. 

Distinguishing  Features:    The  Senior  IS  Business  Analyst  is  the  advanced  journey  level  in  the 
Business  Analyst  series.  Positions  at  this  level  are  distinguished  from  the  journey  level  Business 
Analysts  by  the  greater  difficulty  and  complexity  of  the  analytical  tasks,  and  is  distinguished 
from  the  Principal  by  the  limited  supervisory  responsibilities  or  the  responsibility  for  smaller 
projects.  Positions  at  this  level  require  highly  specialized  knowledge,  abilities,  skills  and 
experience  and  often  exercise  independent  judgement  in  the  performance  of  their  duties;  and 
possess  technical  or  functional  expertise  beyond  that  expected  at  the  journey  level.  Work  is 
judged  primarily  on  overall  results  with  great  latitude  in  determining  work  methods  and 
assignment  requirements.  Employee  has  greater  authority  over  assignments  and  decisions 
required  to  complete  the  work  than  lower  level  positions. 

Supervision  Exercised:    May  provide  limited  supervision  to  professional  subordinate  positions, 
or  assume  responsibility  for  coordinating  a  defined  program.  However,  supervisory 
responsibilities  are  ancillary  to  the  main  intent  and  focus  of  the  positions. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9.  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Identify  opportunities  for  improving  business  processes  through  automation;  assist  in  the 
preparation  of  proposals  to  develop  new  systems. 

2.  Analyze  data  processing  needs;  research  and  evaluate  software  on  multiple  platforms  to 
assist  users  to  meet  their  departmental  goals;  assist  in  developing  the  evaluation  criteria 
for  software. 

3.  Determine  operating  characteristics  and  requirements;  develop  or  modify  and  document 
general  system  design;  write  detailed  design  specifications;  conduct  "walkthroughs"  for 
proposed  solutions  to  system  problems. 

4.  Analyze  the  feasibility  of  and  develop  requirements  for  new  systems  and  enhancements 
to  existing  systems;  ensure  the  system  design  fits  the  needs  of  the  users. 

5.  May  install  and  enhance  software;  program,  test,  debug  and  install  new/modified 
programs. 

6.  Provide  technical  support  for  computer  and  telecommunications  systems;  consult  on  the 


San  Francisco:  Senior  IS  Business  Analyst 

analysis  of  an  application;  troubleshoot  system  problems;  implement  solutions. 

7.  Conduct  system  analysis  and  may  conduct  programming  activities  for  complex  systems; 
document  new  and  modified  systems  and  programs;  coordinate  user  training  in  new 
capabilities;  may  convert  new  programming  from  test  to  production. 

8.  Interface  with  users  to  determine  system  needs  and  requirements;  instruct  users  on  newly 
implemented  systems;  define  system  requirements;  may  design  and  code  programs; 
review  impact  of  system  modifications  on  existing  systems. 

9.  Prepare,  or  assist  client  in  preparing,  service  requests  to  implement  system  changes; 
determine  level  of  effort  required  and  the  cost  of  implementing  service  requests;  prioritize 
requests. 

10        May  provide  technical  production  support  for  on-line  and  batch  systems;  assist  with  set 
processing  schedule;  update  and  produce  reports. 

1 1 .  Coordinate  with  outside  vendors  and  contractors  to  complete  projects  and  service 
requests;  define,  assign  and  evaluate  their  work. 

12.  May  determine  structure  of  databases:  normalize  data;  perform  conversion  of  data 
between  platforms;  design,  develop  and  generate  routine  and  ad  hoc  reports  in  response  to 
user  needs. 

13.  Determine  security  levels  for  systems  to  ensure  data  integrity;  lest  database  applications 
to  assure  functionality  and  effectiveness  in  performing  to  desired  specifications. 

14.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications; 

Knowledge  of:  Requirements,  installation  procedures,  hardware,  software  and 
maintenance  of  systems;  eiecrromc  data  processing  methods;  interactive  or  macro-based 
applications;  functional  requirements,  structured  systems  or  procedures  analysis:  personal 
computer  applications  development  tools;  system  analysis  and  design;  coding,  testing  and 
implementing  complex  programs;  script/procedure  languages;  common  operating  systems 
software  and  relational  database  systems;  network  environments. 

Ability  to:  Communicate  effectively  both  orally  and  in  writing;  establish  and  maintain 
good  working  relations  with  department  personnel,  staff,  vendors,  peers,  and 
management;  understand  and  learn  a  variety  of  business  procedures  and  processes:  use 
logic  and  analysis  to  solve  computer  and  systems  problems;  translate  functional 
requirements  into  systems  specifications;  anaiy/.e  data  and  information  using  established 
criteria,  in  order  to  determine  consequences  and  to  identify  and  select  alternatives;  advise 
and  provide  interpretation  to  others  how  to  apply  policies,  procedures  and  standards  to 
specific  situations;  exercise  decisiveness  and  creativity  required  in  situations  involving 
the  evaluation  of  information  against  judgmental  criteria;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 
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Experience  and  Training  Guidelines:  Any  combination  of  (raining  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  >his  would 
be: 

Experience:    Three  to  four  years  in  the  information  systems  field,  including 
programming  and  system  analysis,  or  directly  related  experience  that 
demonstrates  a  wide  range  of  knowledge  and  abilities  of  the  systems  development 
function. 

Training:  Bachelor's  degree,  preferably  in  computer  science,  business 
administration,  or  a  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting,, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart  casings, 
installing  parts  and  reconnecting  computers  and  for  performing  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 
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Definition:  Under  general  direction,  provides  direct  ongoing  supervision  to  other  IS  Business 
Analysts,  or  serves  as  the  top  technical  authority  for  one  or  more  related  specialties,  or  provides 
technical  leadership  and  direction  and  assumes  technical  responsibility  for  the  completion  of 
major  projects;  performs  or  oversees  all  or  most  of  the  systems  development  life  cycle  and 
ongoing  administration  functions,  including  needs  analysis,  cost-benefit  analysis,  structured 
systems  analysis  and  design,  feasibility  analysis,  technology  and  software  assessment, 
telecommunications  needs  analysis,  project  planning  and  management,  system  installation, 
implementation  and  testing,  conversion  to  production  status,  technical  and  procedural 
documentation,  user  training,  and  post-implementation  assessment  and  administration;  directs 
and  participates  in  complex  studies. 

Distinguishing  Features:     The  Principal  IS  Business  Analyst  is  the  highest  level  in  the 
Business  Analyst  series  and  may  be  assigned  to  function  as  a  supervisor,  expert  or  project  leader. 
When  assigned  as  a  supervisor,  develops,  coordinates  and  executes  policies,  methods  and 
procedures,  and  supervises  personnel;  when  assigned  as  an  expert,  performs  work  requiring  a 
very  high  level  of  technical  knowledge  of  a  specific  area  or  the  ability  to  integrate  at  a  high  level 
the  knowledge  of  several  areas  (this  is  not  considered  to  be  a  part  of  the  normal  career  path  for 
employees  in  this  series;  rather  it  is  reserved  for  those  employees  with  a  mastery  of  specific 
technologies  or  a  particular  expertise);  when  assigned  as  a  project  leader,  manages  and  provides 
technical  leadership  of  projects  involving  large-scale,  complex  and  highly  analytical  tasks. 
Positions  at  this  level  are  distinguished  from  Senior  Business  Analysts  in  that  the  latter  performs 
more  specific  and  small-scale,  though  complex,  analytical  tasks.  Work  is  performed  within  a 
broad  framework  of  general  policy  and  requires  creativity  and  resourcefulness  to  accomplish 
goals  and  objectives,  and  in  applying  concepts,  plans  and  strategies  which  may  deviate  from 
traditional  methods  and  practices. 

Supervision  Exercised:    May  supervise  Business  Analysts,  Programmer  Analysts,  technical, 
clerical  and  other  functional  staff  in  the  assigned  work  unit;  or  as  a  Project  Leader,  coordinate  a 
team  of  workers  which  may  include  professional,  technical  and/or  clerical  staff  within  the 
assigned  work  unit  or  jointly  with  other  units. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

When  assigned  to  the  Supervision  specialty: 

1 .  Supervise,  assign,  review  and  participate  in  the  work  of  subordinates  in  assigned  unit. 

2.  Ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates;  review  and 
recommend  a  variety  of  personnel  actions  in  such  areas  as  performance  evaluation, 
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training,  selection  and  disciplinary  measures. 

3.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations  which  are  developed  by  higher  level  management  staff. 

4.  Analyze  and  resolve  complex  system  problems;  develop  and  implement  modifications  as 
necessary;  prepare  special  reports;  maintain  records  of  system  documentation. 

5.  Consult  on  special  requests  for  information  and  reports;  participate  in  audits,  integrated 
reviews  and  improvement  studies,  and  quality  control  reviews. 

6.  Monitor,  coordinate  and  assist  in  developing  the  assigned  work  unit  budget. 

7.  Provide  advice  and  recommendations  to  meet  user  needs. 

8.  Coordinate  system  related  activities  with  other  departments  for  multi-departmental 
system  projects. 

9.  Manage  complex  systems;  lead  and  schedule  multiple  projects;  plan,  analyze  and  design 
new  systems;  develop  enhancements  to  systems;  analyze  procedures;  develop  conversion 
plans;  move  data  from  one  system  to  another;  provide  user  training. 

10.  Review  plans  for  software,  hardware  and  telecommunications  equipment  and  services: 
prepare  specifications;  oversee  request  for  proposal  process. 

1 1 .  Develop  annual  MIS  plans,  including  budgeting,  configuring  and  purchasing  hardware 
and  software. 

12.  Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance. 

13.  Manage  and  monitor  progress  of  contractors  and  vendors;  facilitate  contract  payments: 
participate  in  the  request  for  proposal  process  and  re-negotiate  amendments:  resolve 
problems. 

14.  Manage  and  design  the  structure  and  growth  of  computer  and  telecommunications 
systems  and  networking;  design,  develop  and  implement  new  systems  to  support 
departmental  activities;  set  scope,  boundaries  and  objectives  for  system  functions  and 
interfaces  based  on  departmental  needs. 

1 5.  Attend  meetings  as  needed;  represent  unit  on  committees. 

16.  Performs  related  duties  and  responsibilities,  as  assigned. 

When  assigned  to  the  Project  Leader  specialty 

1 .  Analyze  and  evaluate  existing  complex  systems  for  cost  effective  and  efficient  operation 
and  recommend  modifications;  prepare  feasibility  studies;  monitor  technical  design  in 
relation  to  system  changes;  gather  requirements  and  general  information  regarding  users 
business  needs  relating  to  new  developments  or  enhancements. 

2.  Identify  opportunities  for  improving  business  processes  through  automation:  prepare 
proposals  to  develop  new  systems  or  enhancements  to  existing  systems:  conduct 
feasibility  studies. 

3.  Determine  allocation  of  resources  and  installation  schedules;  prepare  feasibility  studies: 
determine  operating  characteristics  and  requirements:  monitor  and  report  progress  oi 
work. 

4.  Assure  proper  planning,  engineering,  documentation,  installation  and  testing  of  systems 
to  meet  end  user  requirements;  manage  system  maintenance  activities. 

5.  Prepare  budgetary  cost  estimates  and  develop  project  implementation  proposals. 
documentation  and  scheduling;  write  technical  specifications  and  requests  for  proposals 
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6.  Assure  coordination  and  intra-network  compatibility;  assist  with  integration  of  manual 
and  automated  system  procedures. 

7.  Coordinate  multi-vendor  support  for  the  technical  and  administrative  resolution  of 
network  troubleshooting  problems. 

8.  Recommend  contractor  selection;  may  review  contractor  and  vendor  billings;  monitor  and 
evaluate  quality  of  contractor/consultant  products  and  services;  coordinate  interactions 
and  activities  of  vendors. 

9.  Analyze  regulatory  rules  and  regulatory  issues  for  their  impact  on  current  operations. 

10.  Provide  technical  support  services  to  other  agencies  and  departments. 

1 1 .  Develop  training  exercises  for  subordinate  staff  and  maintain  technical  education;  may 
coordinate  and/or  present  training  classes. 

1 2.  Create  work  plans  and  monitor  progress  of  project  tasks;  review  staff  work  and  train  staff 
relating  to  the  project  work. 

13.  Create  and  document  long  term  strategies  for  project  related  information  systems 
operations;  translate  business  needs  into  IS  directions;  identify  new  information  systems 
technology  opportunities;  may  prepare  and  present  long  term  plans. 

14.  Research,  analyze  and  select  hardware  and  software  products. 

15.  May  oversee  certain  project  related  production  functions. 

1 6.  Monitor  project  related  work  schedules  and  completion  dates. 

1 7.  Coordinate  and/or  attend  project  team  meetings  and  user  meetings. 

1 8.  Perform  related  duties  and  responsibilities,  as  assigned. 

When  assigned  to  the  Expert  specialty 

1 .  Optimize  system  designs  through  review  and  analysis  of  user  needs;  customize  systems 
through  design  and  administration. 

2.  Identify  opportunities  for  improvements  in  business  processes  through  automation;  make 
recommendations  for  new  procedures  and  applications. 

3.  Analyze  the  feasibility  of  and  develop  requirements  for  new  systems  and  enhancements 
to  existing  systems;  prepare  cost  estimates  and  schedules  for  modifications;  set  scope, 
boundaries  and  objectives  for  system  functions  and  interfaces  based  on  departmental 
needs. 

4.  Design,  develop  and  implement  new  systems  to  support  departmental  activities. 

5.  Define  system  requirements;  design,  code,  test  and  debug  systems;  train  users  on  new 
applications. 

6.  Develop  or  modify  system  design;  write  detailed  design  specifications. 

7.  Provide  advice  on  the  functionality  of  new  programs  and  compatibility  of  modifications, 
to  ensure  user  needs  are  met. 

8.  Evaluate  software  and  hardware  products  on  multiple  platforms;  make  recommendations 
for  compatibility,  based  on  user  requirements  and  systems  analysis. 

9.  Provide  analysis  and  technical  support  for  highly  complex  systems;  troubleshoot  systems 
problems;  implement  solutions. 

10.  Support  and  maintain  highly  technical  systems  or  networks;  analyze  and  evaluate  systems 
for  cost  effective  and  efficient  performance;  recommend  modifications. 

1 1 .  Coordinate  the  efforts  of  analysts,  engineers  and  operators  in  the  implementation  of 
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projects  spanning  multiple  systems  and  sites;  direct  the  integration  of  programs  on 
multiple  platforms. 

12.  Manage  and  monitor  the  progress  of  contractors  and  vendors;  resolve  problems. 

13.  Perform  related  duties  and  responsibilities,  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Requirements,  installation  procedures,  hardware,  software  and 
maintenance  of  systems;  practices  and  techniques  of  supervision  and  of  project 
management;  training  techniques;  interactive  and  macro-based  applications;  functional 
requirements,  structured  systems  or  procedures  analysis;  systems  analysis  and  design; 
coding,  testing  and  implementing  complex  programs;  script/procedure  languages; 
common  operating  systems  software  and  relational  database  systems:  data  modeling; 
electronic  data  processing  methods;  network  management  and  coordination;  project  cost 
estimating;  contracts  negotiation  and  management:  long  range  planning  techniques; 
practices  and  techniques  of  project  management;  training  techniques;  systems 
development  life  cycle;  structured  systems  or  procedures  analysis;  business  applications 
development;  technical  writing. 

Ability  to:  Manage  and  direct  a  group  of  workers,  including  the  ability  to  provide 
counseling  and  mediation;  persuade,  convince  and  train  others;  communicate  effectively 
both  orally  and  in  writing;  communicate  clear  expectations  to  subordinates  and  motivate 
them  to  perform  effectively;  establish  and  maintain  good  working  relations  with 
department  personnel,  staff,  vendors,  peers,  and  management;  understand  and  leam  a 
variety  of  business  procedures  and  processes;  exercise  the  judgement,  decisiveness  and 
creativity  required  in  situations  involving  the  direction,  control  and  planning  of  a  program 
or  multiple  programs;  use  logic  and  analysis  to  solve  computer  and  systems  problems; 
translate  functional  requirements  into  systems  specifications;  decide  the  time,  place  and 
sequence  of  operations  within  an  organizational  framework,  as  well  as  the  ability  to 
oversee  their  execution;  read  and  understand  professional  journals  and  literature; 
coordinate  highly  technical  procedures  and  complex  reporting  requirements;  produce 
complex  reports;  prioritize  competing  requests  for  service;  develop  network  design; 
conduct  cost/benefit  analyses;  prepare  technical  specifications;  produce  complex  reports: 
coordinate  highly  technical  procedures  and  complex  reporting  requirements;  develop  new 
approaches  and  solutions  outside  of  existing  theories  and  principles:  engage  in  high  level 
consulting. 
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Experience  and  Training  Guidelines:  Arty  combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience:    Five  to  six  years  experience,  with  at  least  two  years  at  the  senior 
level,  in  the  information  systems  field,  including  programming  and  system 
analysis  or  directly  related  experience  which  demonstrates  the  knowledge  and 
ability  to  supervise  other  IS  Analysts,  or  communicate  expert  knowledge  of 
current  and  emerging  techniques  to  a  project  team,  or  which  demonstrates  the 
highest  technical  expertise. 

Training:  Bachelor's  degree,  preferably  in  computer  science,  business 
administration,  or  a  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart  casings, 
installing  parts  and  reconnecting  computers  and  for  performing  data  entry.  May 
involve  extensive  VDT  exposure. 


Effective  Date:        May   17,   1997 


• 
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Definition;  Under  general  supervision,  assists  in  the  writing,  maintenance  and  documentation  of 
application  source  code  in  one  or  more  programming  languages. 

Distinguishing  Features:     The  Assistant  IS  Programmer/ Analyst  is  the  entry  level  in  the 
Programmer/ Analyst  series.  This  position  is  distinguished  from  higher  level  classifications  in 
the  Programmer/Analyst  series  in  the  more  routine  tasks  performed  with  less  independence. 
Positions  at  this  level  perform  a  significant  portion  of  the  work  assigned  to  the  journey  level,  but 
without  the  independence  or  full  responsibility  expected  of  positions  at  the  journey  level. 
Assignments  are  generally  limited  in  scope  and  are  set  within  procedural  frameworks  established 
by  higher  level  positions.  Exceptions  are  referred  to  the  supervisor.  As  experience  is  acquired, 
the  incumbent  performs  with  increasing  independence.  Results  are  periodically  reviewed  by  the 
supervisor.  Performance  is  measured  by  the  accuracy  and  completeness  of  work,  and  adherence 
to  policies,  procedures  and  schedules. 

Supervision  Exercised:  None 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  (he  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1.  Evaluate  user  requirements;  create  programming  specifications;  design,  write,  test  and 
debug  programs;  prepare  user  and  technical  manuals  for  the  systems;  implement  new 
procedures,  programs  and  data  files  into  production. 

2.  Write  new  programs;  create  code;  compile  and  test  code;  review  with  other  programmers; 
verify  output;  correct  programs. 

3.  Apply  modifications  to  existing  systems;  test  and  document  changes;  perform  change 
control  tasks. 

4.  Enhance  existing  programs. 

5.  Provide  technical  assistance  to  users;  coordinate  training  on  new  systems. 

6.  Track  system  performance,  perform  file  maintenance  and  space  capacity;  resolve 
production  problems  and  resubmit  jobs. 

7.  Troubleshoot  to  resolve  systems  problems;  make  necessary  corrections  to  resolve  errors. 

8.  Upload/download  data;  manipulate  data  to  meet  user  needs. 

9.  May  provide  backup  support  for  other  systems,  such  as  resolving  printer,  terminal  or 
remote  line  problems. 

10.  Set  up  computer  jobs  and/or  scripts. 

1 1 .  Compile  and  generate  reports;  extract  data  from  data  bases;  research  and  respond  to 
general  system  questions. 

12.  May  configure  and  install  software. 

13.  Performs  related  duties  and  responsibilities,  as  assigned. 
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Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Computer  languages;  electronic  data  processing  and  its  applications; 
interactive  applications;  structured  analysis  and  piogramming. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to 
solve  computer  and  systems  problems;  establish  effective  working  relationships  with 
users;  analyze  and  categorize  data  and  information  in  order  to  determine  the  relationship 
of  the  data  with  reference  to  established  criteria'standards;  explain,  demonstrate  and 
clarify  to  others  within  established  policies,  procedures  and  standards;  exercise  the 
judgement,  decisiveness  and  creativity  in  situations  involving  a  variety  of  pre-defined 
duties  subject  to  frequent  change;  read  and  understand  professional  journals  and 
literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  A/iy  combination  of  training  and  experience  (hat  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would 
be: 

Experience:  One  year  experience  in  software  programming  useful. 

Training:  Bachelor's  degree,  preferably  in  computer  science  or  closely  related 
field. 

Licen.se  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  and  manual  dexterity  for  data  entry.  May  involve 
extensive  VDT  exposure. 


Effective  Date:  May  17,  1997 


City  and  County  of  San  Francisco  Don  imcmts  dept. 

Department  of  Human  Resources 

F  J  FEB  0  3 1997 

SAN  FRANCISCO 

1062  IS  PROGRAMMER/ANALYST        PU3LIC  LIBRAR  i 


Definition:  Under  general  direction,  responsible  for  the  design,  writing,  maintenance  and 
documentation  of  application  source  code  for  specific  projects;  may  work  directly  with  usen>  to 
clarify  system  requirements. 

Distinguishing  Features:     The  IS  Programmer/ Analyst  is  the  journey  level  in  the 
Programmer/ Analyst  series.  This  position  is  distinguished  from  the  Assistant  classification  in  the 
wider  scope  of  programming  responsibilities,  and  is  distinguished  from  the  higher  level 
classifications  in  the  lower  complexity  of  the  work  and  less  interaction  with  users.  At  this  level, 
incumbents  work  with  occasional  instruction  or  assistance.  Employee  performs  a  full  range  of 
complex  analytical  tasks  and  work  under  direction  within  a  framework  of  established  procedures. 
Work  requires  frequent  interpretation  of  policies,  procedures  and  guidelines,  and  may  require  the 
development  of  recommendations  consistent  with  directives.  Work  is  normally  reviewed  upon 
completion,  and  is  judged  primarily  on  overall  results  with  great  latitude  in  determining  work 
methods  and  assignment  requirements. 

Supervision  Exercised:  May  be  expected  to  provide  supervision  to  subordinate  clerical  or  technical 

staff,  however,  supervisory  responsibilities  are  ancillary  to  the  main  focus  of  the  position. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Design  and  code  programs  for  a  clean  compile;  prepare  comprehensive  test  plans  and  ensure 
that  programs  are  tested;  debug  problem  programs;  implement  new  programs. 

2.  Identify  opportunities  for  operational  improvements  in  existing  systems;  analyze 
requirements  and  costs  of  implementing  service  requests. 

2.  Determine  and  analyze  operating  characteristics  and  requirements;  may  schedule  projects. 

3.  Develop  screen  prototypes;  prepare  detail  design  specifications. 

4.  Review  program  development  with  users  and  modify  as  necessary. 

5.  Code  or  update  common  program  routines  to  be  shared  among  programs. 

6.  Develop  or  modify  data  flow  and  diagrams,  entity  relationship  diagrams;  document  systems 
design. 

7.  Create  test  plan  and  test  cases;  execute  unit  test  and  document  results;  assist  users  to  develop 
and  execute  system  test;  provide  migration  support  to  users;  resolve  problems. 

8.  Create  and  maintain  computer  data  base  systems;  prepare  user  system  manuals;  download 
existing  data  into  tables  for  use  in  new  applications. 

9.  Analyze,  develop  and  test  screen  processes. 

10.  Implement  the  system;  prepare  production  documentation  and  instructions;  maintain 
technical  and  user  manuals;  provide  training  on  new  procedures. 
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1 1 .  Write,  enhance  and  document  production  jobs;  monitor  and  schedule  production  jobs;  review 
status  of  submitted  jobs;  analyze  and  resolve  problems  as  necessary  and/or  resubmit  jobs. 

12.  Provide  technical  assistance  for  on-line  and  batch  systems,  including  hardware  and/or 
software  problem  resolution  to  ensure  system  availability,  data  integrity,  and  timely  and 
accurate  reporting;  document  issues  and  possible  solutions/recovery  procedures. 

13.  Compile  and  generate  special  reports;  create  tables,  forms  and  queries;  provide  progress 
reports  to  higher  management. 

14.  Performs  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Computer  languages;  interactive  applications;  electronic  data  processing 
methods:  personal  computer  applications  development  tools;  coding,  testing  and 
implementing  programs;  script/procedure  languages;  job  flow  within  a  large  scale  data 
processing  environment;  systems  development  life  cycle;  common  operating  systems 
software  and  relational  database  systems. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to  solve 
computer  and  systems  problems;  establish  effective  working  relationships  with  users,  peers, 
management  and  vendors;  translate  functional  requirements  into  systems;  analyze  and 
categorize  data  and  information  in  order  to  determine  the  relationship  of  the  data  with 
reference  to  established  criieria/standards;  advise  and  provide  interpretation  to  others  how  to 
apply  policies,  procedures  and  standards  to  specific  situations;  exercise  judgement, 
decisiveness  and  creativity  in  situations  involving  the  evaluation  of  information  against 
measurable  criteria;  read  and  understand  professional  journals  and  literature;  prioritize 
competing  requests  for  service. 

Experience  and  Training  Guidelines:  Am- combination  of  training  and  experience  that  could  likely 
provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience:  One  to  three  years  of  closely  related  experience  which  demonstrates  the 
knowledge  and  ability  to  assume  responsibility  for  the  programming  function. 

Training:  Bachelor's  degree,  preferably  in  computer  science  or  closely  related  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements  Some 
positions  may  require  sufficient  strength  and  coordination  for  lifting,  pushing,  pulling 
and/or  carrying  the  weight  of  computer  equipment.  May  require  hand/eye 
coordination  and  manual  dexterity  for  data  entry.  May  involve  extensive  VDT 
exposure. 

Effective  Date:  May  17,  1997 
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Definition:  Under  general  direction,  responsible  for  performing  all  aspects  of  the  programming 
function  for  those  projects  requiring  difficult  and  complex  programming  work;  generally  works 
with  users  to  clarify  and  modify  system  requirements;  analyzes,  designs,  writes,  documents,  and 
maintains  computer  application  source  code  in  one  or  more  programming  languages,  generally  in 
a  mainframe  or  other  centralized  data  processing  facility. 

Distinguishing  Features:     The  Senior  IS  Programmer/ Analyst  is  the  advanced  journey  level  in 
the  Programmer/ Analyst  series.  This  position  is  distinguished  from  the  journey  level 
classification  in  the  greater  complexity  of  work  and  the  interaction  with  users;  the  advanced 
journey  level  classifications  possess  a  significant  level  of  specialized,  technical  or  functional 
expertise  beyond  that  expected  at  the  journey  level.  The  Senior  classification  is  distinguished 
from  higher  level  positions  in  the  lower  technical  leadership  displayed  and  little  supervisory 
responsibilities.  Positions  at  this  level  require  highly  specialized  knowledge,  abilities,  skills  and 
experience  and  often  exercise  independent  judgement  in  the  performance  of  their  duties.  Work  is 
judged  primarily  on  overall  results  with  great  latitude  in  determining  work  methods  and 
assignment  requirements.  Employee  has  greater  authority  over  assignments  and  decisions 
required  to  complete  the  work. 

Supervision  Exercised:  May  provide  supervision  to  professional  subordinate  positions,  or 
assume  responsibility  for  coordinating  a  defined  program.  However,  supervisory  responsibilities 
are  ancillary  to  the  main  intent  and  focus  of  the  positions. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Determine  requirements  for  new  systems  and  enhancements  to  existing  systems;  develop 
or  modify  and  document  general  system  design;  establish  a  production  environment  and 
migrate  approved  programs  to  production. 

2.  Design  and  code  programs  with  a  high  level  of  complexity  for  a  clean  compile;  prepare 
comprehensive  test  plans  and  ensure  that  programs  are  tested;  debug  problem  programs; 
implement  new  programs. 

3.  Ensure  program  specifications  are  complete;  produce  basic  components,  such  as  program 
overview,  listing  of  files  and  related  programs  and  sub-programs,  charts  and  screen  flow 
diagrams  and  the  like,  to  ensure  complete  programming;  review  specifications  submitted 
by  vendors  and  user  departments  to  ensure  compatibility  with  current  systems. 

4.  Analyze,  research  and  repair  program  logic  and  systems;  modify  program  logic;  analyze 
service  requests  for  system  changes  or  new  requirements  to  determine  the  most  effective 
approach  and  the  appropriate  staff  time  required  to  achieve  the  needed  modification. 

5.  Test  new  software  technologies;  report  results;  recommend  software  purchases. 
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6.  Monitor  systems  for  space  usage;  coordinate  batch  processing. 

7.  Evaluate  programs  and  systems;  present  alternatives  for  more  effective  and  efficient  use; 
study  the  feasibility  of  developing  new  systems  and  enhancements  to  existing  systems; 
develop  project  estimates;  establish  completion  targets. 

8.  Train  users  on  procedures  and  applications;  provide  technical  assistance  on  the  use  of 
systems. 

9.  Meet  with  users  to  discuss  service  requests,  needs  and  operating  characteristics;  initiate 
and  attend  design  meetings;  consult  with  other  staff  members  to  provide  technical 
assistance  as  needed. 

10.  Provide  emergency  technical  support  for  on-line  and  batch  systems,  problem  resolution  to 
ensure  system  availability,  data  integrity  and  timely  and  accurate  reporting. 

1 1 .  Identify  opportunities  for  operational  improvements;  participate  in  special  projects  as 
necessary. 

13.  Assess  production  problems;  prioritize  needs;  resolve  problems. 

14.  Document  program  specifications,  structure  charts,  job-control  procedure  listings,  test 
data  listings,  test  run  output,  input/output  data  specifications  and  the  like. 

1 5.  Prepare  user  and  technical  manuals  and  instructions. 

16.  Performs  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Computer  languages;  electronic  data  processing;  interactive  or  macro- 
based  applications;  job  flow  within  a  large  scale  data  processing  environment; 
script/procedure  languages;  personal  computer  applications  development  tools;  emerging 
technologies  and  software;  systems  development  life  cycle;  common  operating  systems 
software  and  relational  database  systems;  coding,  testing  and  implementing  complex 
programs;  systems  analysis  and  design. 

Ability  to:  Communicate  effectively  orally  and  in  writing;  use  logic  and  analysis  to 
solve  computer  and  systems  problems;  establish  good  working  relationships  with  other 
employees  in  IS  positions,  vendors  and  end  users;  develop  multi-platform  based 
applications;  perform  data  and  process  modeling  and  normalization;  translate  functional 
requirements  into  systems  specifications;  analyze  data  and  information  using  established 
criteria,  in  order  to  determine  consequences  and  to  identify  and  select  alternatives;  advise 
and  provide  interpretation  to  others  how  to  apply  policies,  procedures  and  standards  to 
specific  situations;  exercise  decisiveness  and  creativity  required  in  situations  involving 
the  evaluation  of  information  against  judgmental  criteria;  read  and  understand 
professional  journals  and  literature;  prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying    A  typical  way  to  obtain  this  would 
be: 

Experience:  Three  to  four  years  of  directly  related  experience  that  demonstrates 
a  wide  range  of  knowledge  and  abilities  of  the  application  programming  function 
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Training:  Bachelor's  degree  preferably  in  computer  science  or  closely  related 
|  field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  and  manual  dexterity  for  data  entry.  May  involve 
extensive  VDT  exposure. 

Effective  Date:  Mav  17,  1997 
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Definition:  Under  general  direction,  provides  direct  ongoing  supervision  to  other 
Programmer/ Analysts,  or  provides  technical  leadership  and  direction  and  assumes  technical 
responsibility  for  completion  of  major  programming  projects,  or  serves  as  the  top  technical 
authority  for  one  or  more  related  specialities  and  performs  programming  functions  for  those 
projects  requiring  the  most  difficult  and  complex  programming  work;  works  with  users  to  clarify 
and  modify  system  requirements;  analyzes,  designs,  writes,  documents,  and  maintains  the  more 
complex  computer  application  source  code  in  one  or  more  programming  languages,  generally  in 
a  mainframe  or  other  centralized  data  processing  facility. 

Distinguishing  Features:     The  Supervisor  IS  Programmer/Analyst  is  the  highest  level  in  the 
Programmer/ Analyst  series.  When  assigned  as  a  supervisor,  develops,  coordinates  and  executes 
policies,  methods  and  procedures,  supervises  personnel  and  may  perform  the  more  complex  work 
of  the  unit;  when  assigned  as  an  expert,  performs  work  requiring  a  very  high  level  of  technical 
knowledge  of  a  specific  area  or  ability  to  integrate  at  a  high  level  the  knowledge  of  several  areas 
(this  is  not  considered  to  be  a  part  of  the  normal  career  path  for  employees  in  this  series;  rather  it 
is  reserved  for  those  employees  with  a  mastery  of  specific  technologies  or  a  particular  expertise); 
when  assigned  as  a  project  leader,  manages  and  provides  technical  leadership  of  projects 
involving  large-scale,  complex  and  highly  analytical  tasks.  Positions  at  this  level  are 
distinguished  from  Senior  IS  Programmer/Analysts  in  that  the  latter  perform  more  specific  and 
small-scale,  though  complex,  analytical  tasks.  Work  is  performed  within  a  broad  framework  of 
general  policy  and  requires  creativity  and  resourcefulness  to  accomplish  goals  and  objectives. 
Judgement  is  required  both  in  interpreting  established  policies,  goals  and  objectives,  and  in 
applying  concepts,  plans  and  strategies  which  may  deviate  from  traditional  methods  and 
practices. 

Supervision  Exercised:  May  supervise  subordinate  Programmer/ Analysts,  Business  Analysts, 
technical,  clerical  and  other  functional  staff  in  the  assigned  work  unit;  or  as  a  Project  leader, 
coordinate  a  team  of  workers  within  the  assigned  work  unit  or  jointly  with  other  units. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 


Provide  assistance  to  staff  in  the  analysis  and  determination  of  appropriate  action  to 
respond  to  service  requests  and  problem  reports;  evaluate  user  service  requests  to 
determine  and  recommend  the  most  appropriate  solution  which  meets  user  business  and 
application  system  requirements;  coordinate  scheduling  between  technical  support  staff 
and  departments;  prepare  project  plans,  time  and  cost  estimates  of  new  projects  and 
enhancements  or  changes  to  existing  systems/applications. 


San  Francisco:  Principal  IS  Programmer/Analyst 

2.  Plan,  analyze,  design  and  implement  a  variety  of  new  systems  establishing  internal  and 
external  controls;  develop  procedures  for  access,  update  and  retrieval  of  information; 
ensure  program  designs  meet  user  requirements;  ensure  design/program  adherence  to 
standards. 

3.  Determine  requirements  for  new  systems  and  enhancements  to  existing  systems;  develop 
or  modify  and  document  general  system  design;  establish  a  production  environment  and 
migrate  approved  programs  to  production. 

4.  Review  departmental  work  flows,  functions  performed  and  procedures  used;  consult  with 
departmental  personnel  to  obtain  information  on  existing  systems  procedures;  develop 
proposals  and  plans  for  installing  new  or  revised  complex  systems. 

5.  Design,  code,  test  and  debug  programs  for  special  projects  and  interfaces;  prepare  final 
systems  design  and  documentation  necessary  for  programming;  review  the  work  of  others 
and  provide  technical  assistance. 

6.  Analyze,  research  and  repair  program  logic  and  systems;  modify  program  logic. 

7.  Analyze  and  respond  to  service  requests;  determine  the  most  cost  effective  approach  and 
the  appropriate  staff  time  required  to  achieve  needed  modifications;  recommend 
appropriate  solutions  to  meet  user  needs  and  project  requirements. 

8.  Ensure  program  specifications  are  complete;  produce  basic  components  to  ensure 
complete  programming;  review  specifications  submitted  by  vendors  and  users  to  ensure 
compatibility  with  current  systems. 

9.  Analyze  and  logically  design  database  systems  to  support  on-line  and  batch  reporting 
including  data  analysis  and  normalization,  record  specification  and  definition  or  logical 
relationships  between  records;  define  functional  requirements. 

10.  Write,  modify  and/or  run  programs  to  provide  reports  and  for  extraction  of  database 
information  and  downloading  to  personal  computers  as  necessary. 

1 1 .  Assist  users  and  other  analysts  in  diagnosing  complex  program  failures;  develop  recovery 
and  backup  procedures;  detect,  identify  and  correct  software  deficiencies. 

12.  Assist  in  developing  and  maintaining  standards  of  hardware  and  software  utilization. 

13.  Develop  detailed  specifications  necessary  to  support  applications  programming. 

14.  Advise  management  on  the  capabilities  and  limitations  of  current  systems  and 
recommend  improvements. 

15.  May  create  and  document  long  term  strategies  for  project  related  information  systems 
operations;  identify  new  information  systems  technologies. 

16.  May  prepare  project  plans,  time  and  cost  estimates  of  new  projects  and  enhancement  or 
changes  to  existing  systems/applications;  coordinate  integration  into  existing  systems  and 
procedures. 

1 7.       May  prepare  project  budgetary  cost  estimates;  develop  project  implementation  proposals, 
documentation  and  scheduling;  write  technical  specifications  and  request  for  proposals 

1 8.  Coordinate  and/or  attend  project  team  meetings,  user  meetings  and  the  like  as  needed 

19.  Monitor  project  related  work  schedules  and  completion  dates. 

20.  Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance. 

21.  Conduct  studies  of  designated  operations,  work  with  assigned  user  department  personnel; 
define  projects. 

22.  Prepare  user  and  technical  manuals  and  instructions,  instruct  users  on  new  capabilities 

23.  Write,  modify  and/or  run  programs  to  provide  reports  or  file  processing  as  nccess.u\ 
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24.  Provide  advice  and  consult  with  users  regarding  problems,  special  reports,  revisions  and 
enhancements  to  existing  systems;  provide  progress  reports  on  programming  activities. 

25.  Provide  technical  support  for  complex  systems;  monitor  system  performance  to  ensure 
proper  functioning,  interaction  with  other  subsystems,  and  timely  and  accurate  report 
production. 

26.  Analyze  and  resolve  system  problems;  develop  and  implement  solutions;  resolve 
technical  problems  with  end  users  in  the  implementation,  maintenance  and  modification 
of  complex  application  programs. 

27.  Coordinate  with  other  agencies,  units  and  vendors  regarding  interfaces  and  program 
requirements,  or  new  development;  advise  and  assist  user  departments  in  system 
planning. 

28.  Review,  evaluate  and  purchase  technical  literature  and  documentation  for  reference, 
training  and  education;  develop  and  implement  training  programs  for  staff  or  users  as 
needed. 

29.  Analyze  and  recommend  procedures  consistent  with  departmental  directives,  policies  and 
regulations  which  are  developed  by  higher  level  management  staff. 

30.  May  research  and  evaluate  new  technologies,  software  and  hardware  products;  consult 
with  vendors  regarding  product  functions  and  features;  recommend  software  and 
hardware  purchases. 

3 1 .  May  supervise,  assign,  review  and  participate  in  the  work  of  subordinates  in  assigned 
unit. 

32.  May  review  and  recommend  a  variety  of  personnel  actions  in  such  areas  as  performance 
evaluation,  training,  selection  and  disciplinary  measures. 

33.  May  ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates. 

34.  May  monitor,  coordinate  and  assist  in  development  of  the  assigned  work  budget. 

35.  Performs  related  duties  and  responsibilities,  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Computer  languages;  electronic  data  processing  and  its  applications; 
requirements,  installation  procedures,  hardware,  software  and  maintenance  of  systems; 
emerging  technologies  and  software;  systems  development  life  cycle;  common  operating 
systems;  job  flow  within  a  large  scale  data  processing  environment;  systems  analysis  and 
design;  multi-platform  applications  and  software;  script/procedure  languages;  designing, 
coding,  testing  and  implementing  highly  complex  programs;  relational  database  systems; 
functional  requirements,  structured  systems  or  procedures  analysis;  data  modeling; 
business  applications  development;  technical  writing;  network  environments;  multi- 
platform  applications  and  software;  LAN  and  mainframe  communication;  systems 
development  life  cycle;  training  techniques;  techniques  and  practices  of  supervision  and 
project  management. 

Ability  to:  Manage  and  direct  a  group  of  workers,  including  the  ability  to  provide 
counseling  and  mediation;  persuade,  convince  and  train  others  including  the  ability  to  act 
in  a  lead  worker  capacity;  decide  the  time,  place  and  sequence  of  operations  within  an 
organizational  framework,  as  well  as  the  ability  to  oversee  their  execution;  exercise  the 
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judgement,  decisiveness  and  creativity  required  in  situations  involving  the  direction, 
control  or  planning  of  a  program  or  multiple  programs;  communicate  effectively  orally 
and  in  writing;  use  logic  and  analysis  to  solve  computer  and  systems  problems;  prepare 
budgets  and  cost  estimates;  establish  and  maintain  good  working  relationships  with  other 
employees  in  IS  positions,  vendors  and  end  users;  translate  functional  requirements  into 
system  specifications;  perform  data  and  process  modeling  and  normalization;  read  and 
understand  professional  journals  and  literature;  prioritize  competing  requests  for  service; 
develop  new  approaches  and  solutions  outside  of  existing  theories  and  principles;  engage 
in  high  level  consulting. 

Experience  and  Training  Guidelines:   Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  max  be  qualifying.  A  typical  wav  to  obtain  this  would 
be: 

Experience:  Four  to  five  years  experience  in  applications  programming,  with  at 
least  two  at  the  senior  level,  or  directly  related  experience  that  demonstrates  the 
knowledge  and  ability  to  supervise  other  Programmer/Analysts,  demonstrates  the 
highest  technical  knowledge,  or  demonstrates  the  ability  to  communicate  expert 
knowledge  of  current  and  emerging  techniques  to  a  project  team. 

Training:  Bachelor's  degree,  preferably  in  computer  science  or  closely  related 
field. 

License  or  Certificate:  None 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements: 
Some  positions  may  require  sufficient  strength  and  coordination  for  lifting, 
pushing,  pulling  and/or  earning  the  weight  of  computer  equipment.  May  require 
hand/eye  coordination  and  manual  dexterity  for  data  entry.  May  involve 
extensive  VDT  exposure. 


Effective  Date;      May  17,  1997 
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Definition:  Under  administrative  direction,  plans,  directs  and  coordinates  the  operations  and  activities  of  a  shop 
of  moderate  complexity  or  a  distinct  and/or  varied  unit  of  a  complex  shop;  exercises  discretion  in  applying 
general  goal  and  policy  statements  and  in  resolving  organizational  and  service  delivery  problems;  may  manage 
projects  across  sectional  lines  and/or  major  development  projects;  assumes  supervisory  responsibilities, 
including  performance  evaluations,  training,  selection  and  disciplinary  actions. 

Distinguishing  Features:  The  IS  Project  Director  class  is  the  highest  level  in  the  IS  professional  series.  This 
class  is  distinguished  from  the  supervisory  level  in  the  various  IS  series  by  its  higher  and  interdisciplinary 
responsibility.  It  is  distinguished  from  the  IS  Director/Manager  series  by  the  lower  complexity  and  scale  of  the 
units  managed.  Work  is  accomplished  within  a  broad  framework,  with  sole  authority  and  responsibility  in  a 
given  functional  area(s)  of  service.  Requires  creative  ability,  resourcefulness  and  discriminating  judgement  in 
the  analysis  and  solution  of  complex  problems,  and  the  ability  to  make  technical  decisions  on  specialized 
matters.  Work  is  reviewed  in  terms  of  fulfillment  of  goals,  program  effectiveness  and  soundness  of  judgement. 

NOTE:  The  degree  to  which  size  and  complexity  are  distinguished  between  this  class  and  the  IS  Directors/  Manager  Series  depends 
on  a  variety  of  factors:  including  number  of  employees  under  the  manager's  authority,  value  of  assets  for  which  the  manager  is  held 
accountable  number  of  users  dependent  upon  the  system  and  number  of  applications  being/un.  variety  of  platforms  and  their 
interconnections  within  the  organization,  the  level  of  new  and  emerging  technologies  employed  in  the  organization,  the  allowable 
^tnargin  of  error  before  critical  operations  of  the  users  are  impacted,  the  impact  and  potential  for  errors  as  measured  by  the  likelihood 
~  4)f  error  and  the  cost  to  recover  from  errors,  the  frequency  of  required  operational  changes  to  meet  the  needs  of  users,  and  the  extent 
that  expert  advice  is  readily  available. 

Supervision  Exercised:  Supervises  a  variety  of  professional  and  technical  staff,  as  well  as  contractors 
performing  information  systems  work  for  the  City/County;  when  assigned  to  DTIS  Project  Management  Office, 
coach,  mentor,  and  audit  IS  Project  Directors  within  the  organization  in  all  aspects  of  IS  Project  Management. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  109,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned 
to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Organize,  direct  and  supervise  the  work  of  subordinate  staff. 

2.  Participate  in  the  development  and  implementation  of  goals,  objectives,  policies,  priorities 
and  procedures  for  the  assigned  programs. 

3.  Ensure  that  activities  are  completed  in  a  timely  and  efficient  manner  consistent  with  defined 
policies  and  regulations. 

4.  Assume  significant  responsibility  for  the  preparation  and  administration  of  assigned 
budget(s). 

5.  Represent  the  department  at  various  meetings. 

6.  Coordinate  training  programs  for  staff  and  users;  design,  fund,  schedule  and/or  arrange  for  outside 
trainers. 
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7.  Function  as  liaison  to  other  units  or  departments  for  data  processing  activities;  coordinate 
sharing  of  common  software  applications  and  data. 

8.  Develop  and  present  information  systems  Master  Plan. 

9.  Develop,  program  and  maintain  unit  data  processing  applications. 

10.  Review  and  provide  direction  for  system  production  activities. 

1 1 .  Install  new  devices  and  software  for  computer  and  telecommunication  systems;  and/or 
coordinate  installation  plans  with  vendors,  administrators,  users,  programmers,  analysts,  etc. 

12.  Perform  complex  system  administrator  and/or  production  functions  for  computer  and 
communication  systems. 

13.  Monitor,  analyze  and  resolve  problems  for  systems  with  varied  environments,  including  PC- 
based  networks,  mini  computers,  mainframes  and  the  like. 

14.  Evaluate  hardware  and  software. 

15.  Coordinate  consultants  in  the  purchase  of  hardware  and  software  and  the  establishment  of 
custom  software  applications  for  departments. 

16.  May  prepare  specifications  and  purchase  orders;  manage  vendor  accounts;  recommend 
consulting  services  as  needed:  establish  maintenance  contracts  for  equipment. 

17.  Evaluate  and  recommend  department  equipment  purchases;  may  maintain  inventories  of 
materials,  supplies  and  equipment. 

18.  Perform  related  duties  and  responsibilities,  as  required. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Project  management  and  information  systems  development  and  maintenance;  technical, 
operational,  and  programming  problem  solving  analysis;  computer  languages;  systems  design:  common 
operating  systems  and  relational  database  systems;  interactive  or  macro-based  applications;  practices  and 
techniques  of  supervision;  training  techniques;  job  flow  within  a  large  scale  data  processing  environment;  and 
data  processing  methods. 

Ability  to:  Supervise  and  direct  a  group  of  technical  employees,  including  the  ability  to  provide  counseling  and 
mediation;  persuade,  convince  and  train  others;  advise  and  interpret  regarding  the  application  of  policies, 
procedures  and  standards  to  specific  situations;  exercise  judgement,  decisiveness  and  creativity  required  in 
situations  involving  the  direction,  control  and  planning  of  an  entire  program  or  multiple  programs;  modify 
existing  policies,  strategies  and/or  methods  to  meet  unusual  conditions  within  the  context  of  existing 
management  principles;  communicate  effectively  orally  and  in  writing;  establish  and  maintain  good  working 
relationships  with  department  personnel,  staff,  vendors,  and  peers;  use  logic  and  analysis  to  solve  computer  and 
systems  problems;  read  and  understand  professional  and  technical  journals  and  literature;  produce  complex 
reports;  prioritize  competing  requests  for  service. 
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%  Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could  likely  provide  the  required 
knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience:  At  least  seven  to  eight  years  closely  related  experience,  including  one  to  three  years  supervisory 
experience,  which  demonstrates  the  knowledge  and  ability  to  exercise  supervisory  responsibilities. 

Training:  Bachelor's  degree,  preferably  in  computer  science,  data  processing  operations,  business 
administration  or  related  field. 

License  or  Certificate:  None 

Special  Requirements:  Essential  duties  require  the  following  physical  skills  and  work  requirements:  May  require  sufficient 

strength  and  coordination  for  lifting,  pushing,  pulling  and/or  carrying  the  weight  of  computer  equipment. 
Requires  bending,  stooping  and/or  crawling  in  order  to  install  or  repair  computer  or  printer  cables.  Requires 
hand/eye  coordination  for  semi-skilled  movements,  such  as  taking  apart  casings,  installing  parts  and 
reconnecting  computers,  and  keyboard  use.  Involves  extensive  VDT  exposure. 

Effective  Date:  May  17,  1997 
Amended  Date:  July  12,  2002 
Reason  for  Amendment:  Supervision  Exercised  modified. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  IS  MANAGER  JOB  CODE:  1071 

Business  Unit:  COMMN 

Definition:  Under  administrative  direction,  is  responsible  for  directing  the  information  systems  activities  for  a 
department,  or  major  subdivision  of  a  large  department  with  a  very  complex  and  varied  system,  or  a  large,  distinct  and 
varied  section  of  a  major  Information  Systems  unit  with  responsibilities  for  serving  a  number  of  City  Departments  and 
accountability  to  a  number  of  Department  Heads;  manages  information  systems  projects  of  a  department  through 
subordinates,  or  manages  projects  across  departmental  lines  and/or  manages  major  development  projects;  reconciles 
conflicting  demands  from  various  clients  by  applying  available  resources  to  achieve  maximum  client  satisfaction. 

Distinguishing  Features:  The  IS  Manager  is  the  first  of  two  levels  in  the  IS  director/manager  series.  It  is  distinguished 
from  the  IS  Project  Director  by  the  higher  complexity  and  scale  of  the  units  managed,  the  higher  and  more  complex  level 
of  accountability,  the  higher  numbers  and  levels  of  subordinates,  and  the  criticality  to  the  functioning  of  City  business  of 
the  units  and  projects  managed.  IS  Manager  is  distinguished  from  IS  Director  in  that  the  latter  is  responsible  for  directing, 
through  subordinates,  the  provision  of  information  systems  services  to  multiple  departments  and  managing  the  largest  and 
most  complex  information  systems  in  the  City.  Work  is  accomplished  within  a  broad  framework,  with  sole  authority  and 
responsibility  in  a  given  functional  area(s)  of  service. 

Supervision  Exercised:  Most  positions  in  this  class  manage  supervisory,  professional  and  technical  staff,  as  well  as 
consultants  or  contractors  performing  duties  related  to  assigned  projects.  Some  positions  may  manage  subordinate 
managers  in  this  classification. 

^Examples  of  Important  and  Essential  Duties: 

* According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  class  (es) 
and  are  not  intended  to  be  an  inclusive  list. 

1.  Direct  day-to-day  operations  of  a  major  Information  Systems  (IS)  unit  and  processes  with  critical  impact  on  the 
functioning  of  the  City  and  County,  ensuring  business  operations  comply  with  standards  and  procedures;  develop 
and  implement  unit  goals,  objectives  policies,  priorities  and  procedures  for  assigned  programs;  determine  and 
improve  customer  satisfaction  levels  as  necessary. 

2.  Assume  full  management  of  IS  projects,  system  projects,  systems  and  applications  and/or  data  center  operations; 
plan,  staff  and  manage  all  phases  of  implementation  for  IS  projects;  establish  projects  to  implement  new 
information  systems  or  enhance  existing  systems  and  monitor  their  progress;  direct  the  design,  development  and 
implementation  of  new  projects  and  applications;  direct  the  analysis  of  current  procedures  and  available 
technology;  plan  and  manage  projects  to  improve  operations;  establish  hardware  installation  priorities  and  plans. 

3.  Manage  projects:  with  multiple,  highly  complex  applications;  critical  to  functioning  of  City  Business  and 
affecting  entire  City,  such  as  91 1,  Computer  Aided  Dispatch,  Citywide  payroll  or  accounting  systems,  human 
resources  data  and  processes;  involving  the  design  and  implementation  of  several  Local  Area  Networks  or  a  Wide 
Area  Network. 

4.  Manage  projects  across  sectional  or  departmental  lines;  make  decisions  on  priorities,  make  compromises  and 
build  consensus  among  several  clients  with  conflicting  needs. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  IS  MANAGER  JOB  CODE:  1071  I 

Business  Unit:  COMMN 

Definition:  Under  administrative  direction,  is  responsible  for  directing  the  information  systems  activities  for  a 
department,  or  major  subdivision  of  a  large  department  with  a  very  complex  and  varied  system,  or  a  large,  distinct  and 
varied  section  of  a  major  Information  Systems  unit  with  responsibilities  for  serving  a  number  of  City  Departments  and 
accountability  to  a  number  of  Department  Heads;  manages  information  systems  projects  of  a  department  through 
subordinates,  or  manages  projects  across  departmental  lines  and/or  manages  major  development  projects;  reconciles 
conflicting  demands  from  various  clients  by  applying  available  resources  to  achieve  maximum  client  satisfaction. 

Distinguishing  Features:  The  IS  Manager  is  the  first  of  two  levels  in  the  IS  director/manager  series.  It  is  distinguished 
from  the  IS  Project  Director  by  the  higher  complexity  and  scale  of  the  units  managed,  the  higher  and  more  complex  level 
of  accountability,  the  higher  numbers  and  levels  of  subordinates,  and  the  criticality  to  the  functioning  of  City  business  of 
the  units  and  projects  managed.  IS  Manager  is  distinguished  from  IS  Director  in  that  the  latter  is  responsible  for  directing, 
through  subordinates,  the  provision  of  information  systems  services  to  multiple  departments  and  managing  the  largest  and 
most  complex  information  systems  in  the  City.  Work  is  accomplished  within  a  broad  framework,  with  sole  authority  and 
responsibility  in  a  given  functional  area(s)  of  service. 

Supervision  Exercised:  Most  positions  in  this  class  manage  supervisory,  professional  and  technical  staff,  as  well  as 
consultants  or  contractors  performing  duties  related  to  assigned  projects.  Some  positions  may  manage  subordinate 
managers  in  this  classification. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties  assigned  to  this  class(es)       fl 
and  are  not  intended  to  be  an  inclusive  list 

1 .  Direct  day-to-day  operations  of  a  major  Information  Systems  (IS)  unit  and  processes  with  critical  impact  on  the 
functioning  of  the  City  and  County,  ensuring  business  operations  comply  with  standards  and  procedures;  develop 
and  implement  unit  goals,  objectives  policies,  priorities  and  procedures  for  assigned  programs;  determine  and 
improve  customer  satisfaction  levels  as  necessary. 

2.  Assume  full  management  of  IS  projects,  system  projects,  systems  and  applications  and'or  data  center  operations; 
plan,  staff  and  manage  all  phases  of  implementation  for  IS  projects;  establish  projects  to  implement  new 
information  systems  or  enhance  existing  systems  and  monitor  their  progress;  direct  the  design,  development  and 
implementation  of  new  projects  and  applications;  direct  the  analysis  of  current  procedures  and  available 
technology;  plan  and  manage  projects  to  improve  operations;  establish  hardware  installation  priorities  and  plans. 

3.  Manage  projects:  with  multiple,  highly  complex  applications;  critical  to  functioning  of  City  Business  and 
affecting  entire  City,  such  as  91 1,  Computer  Aided  Dispatch,  Citywide  payroll  or  accounting  systems,  human 
resources  data  and  processes;  involving  the  design  and  implementation  of  several  Local  Area  Networks  or  a  Wide 
Area  Network. 

4.  Manage  projects  across  sectional  or  departmental  lines;  make  decisions  on  priorities,  make  compromises  and 
build  consensus  among  several  clients  with  conflicting  needs. 


JOB  CODE  TITLE:  IS  MANAGER  JOB  CODE:   1071 

Business  Unit:  COMMN 

*  Organize  and  direct  the  work  of  subordinate  staff  through  managers  and  supervisors,  at  levels  up  to  and  including 

Manager;  direct  the  assessment  of  training  needs,  and  the  development,  implementation  and  maintenance  of 
information  systems  training  activities  and  materials. 

6.  Direct  preparation  and  administration  of  annual  budget  for  IS,  and  monitor  expenditures;  negotiate  and  manage 
contracts  including  developing,  monitoring  and  maintaining  contracts  for  consultants  and  hardware/software 
vendors. 

7.  Develop  and  update  information  systems  Master  Plan  and  participate  with  other  managers  to  develop  strategic 
plans;  implement  the  plan;  analyze  new  mandates  and  regulations  for  department  impact;  change  systems  and 
procedures  as  necessary;  advise  departmental  managers,  board  members  and  commissioners  on  the  evaluation  of 
communications  strategies,  hardware  and  software,  and  new  products. 

8.  Manage  the  provision  of  technical  support  to  users;  review  and  provide  guidance  in  various  technical  service 
requests  and  associated  procurement  issues. 

9.  Monitor  and  supervise  maintenance  of  interface  products  and  procedures  between  systems;  ensure  quality  of  data 
reporting;  direct  the  development  and  implementation  of  audit  procedures  for  automated  data  processing  systems; 
direct  the  capacity  planning  function;  may  oversee  the  development  of  data  center  utilization  measurement  and 
reporting  facilities. 

10.  Perform  related  duties  and  responsibilities,  as  required. 

W) b  Related  and  Essential  Qualifications: 

Knowledge  of:  development  and  maintenance  of  Information  Technology;  technical,  operational  and  programming 
problem  solving  analysis;  computer  languages;  systems  or  network  design;  common  operation  systems  and  relational 
database  systems;  interactive  or  macro-based  applications;  multi-platform  environments;  job  flow  within  a  large  scale 
data  processing  environment;  project  management  techniques;  techniques  and  practices  of  supervision. 

Ability  to:  manage  and  direct  a  group  of  highly  technical  employees;  provide  conflict-resolution  and  consensus-building 
in  order  to  meet  the  needs  of  several  clients  with  conflicting  needs;  predict  and  plan  for  future  events  and  make  strategic 
and  tactical  decisions  for  the  purpose  of  meeting  IT  goals  for  a  department;  communicate  effectively  orally  to  persuade, 
convince  and  train  others;  communicate  effectively  in  writing  to  produce  complex  reports,  instructions  to  subordinates 
and  users,  and  for  other  purposes;  exercise  judgment,  decisiveness  and  creativity;  establish  and  maintain  good  working 
relationships;  use  logic  and  analysis  to  solve  information  technology  problems. 

Experience  and  Training  Guidelines:    Possession  of  the  above  Knowledge  and  Abilities. 

License  or  Certificate:  None 

Effective  Date:  August  7,  1998 
Amended  Date:  March  10,  2000 

Reason  for  Amendment:  To  ensure  consistency  with  exam  job  analysis 


City  and  County  of  San  Francisco 
Department  of  Human  Resources 

1073  IS  DIRECTOR 


Definition:  Under  general  administrative  direction,  plans,  directs,  and  manages  the  activities 
and  operations  of  a  major  information  systems  center  in  terms  of  size  and  complexity  that 
services  multiple  departments;  assumes  responsibility  for  program  development  and 
management,  including  responsibility  for  the  development  and  implementation  of  goals, 
objectives,  policies  and  priorities  for  all  department  activities;  prepares  and  administers 
departmental  Information  Systems  budget;  oversees  a  variety  of  personnel  activities  within  the 
department,  including  training,  selection  and  disciplinary  actions. 

Distinguishing  Features:     The  IS  Director  is  the  highest  level  in  the  director/manager  series. 
This  position  is  distinguished  from  lower  level  IS  Manager  in  that  the  Director  level  is 
responsible  for  directing,  through  subordinates,  the  largest  and  most  complex  information 
systems  in  the  City  and  serving  multiple,  diverse  departments.  Work  is  accomplished  within  a 
broad  framework,  with  sole  authority  and  responsibility  in  a  given  functional  area(s)  of  service. 
Incumbent  has  exceptional  responsibility  for  developing,  coordinating,  approving  and  executing 
policy  and  methods  as  head  of  a  very  large  and  complex  organizational  unit.  Work  consists  of 
the  direction,  planning,  policy  determination  and  ultimate  authoritative  decision-making  for  the 
entire  organization.  Incumbent  is  required  to  coordinate  work  with  a  multitude  of  other 
departments/agencies  within  and  outside  the  City/County. 

Supervision  Exercised:  Manages  a  variety  of  professional,  technical  and  managerial  employees, 
as  well  as  contractors  performing  information  systems  work  for  the  City/County. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 
range  of  duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Direct  day-to-day  operations  and  work  processes  of  a  major  organizational  unit;  organize  and 
direct  the  work  of  subordinate  staff;  make  recommendations  regarding  planning,  staffing  and 
system  and  project  implementations  for  all  aspects  of  unit  services  and  programs. 

2.  Direct  the  development  and  implementation  of  strategic  and  overall  operating  plans  for  a 
large  bureau,  whose  services  may  include  operation  of  large  scale  data  centers,  application 
systems  development  and  maintenance,  data  communications  planning  and  maintenance,  end 
user  technical  support,  hardware  and  software  evaluation  and  installation,  data  base 
administration  and  consulting,  planning  and  implementation  assistance,  and  other  IS-related 
functions. 
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3.  Prepare  and  administer  annual  budget  and  monitor  expenditures;  monitor  organizational 
performance  against  plans  to  ensure  appropriate  assignment  of  resources  and  successful  plan 
implementation;  take  corrective  action  as  necessary;  prepare  and  present  proposals  to  City 
officials  to  obtain  sufficient  resources  and  facilities  to  meet  organizational  objectives. 

4.  Develop,  communicate  and  implement  organizational  goals,  objectives,  policies  and 
priorities;  monitor  unit  plans  and  activities;  review  and  resolve  outstanding  issues; 
provide  direction  and  coaching  to  subordinates;  ensure  that  activities  are  completed  in  a 
timely  and  efficient  manner  consistent  with  defined  policies  and  regulations. 

5.  Direct  the  assessment  of  training  needs,  and  the  development,  implementation  and 
maintenance  of  information  systems  training  activities  and  materials. 

6.  Play  key  leadership  role  in  City-wide  projects  or  projects  across  department  lines  and/or 
major  development  projects;  assume  full  management  of  major  information  system  projects, 
systems  and  applications. 

7.  Make  decisions  regarding  information  systems  and  approve  Master  Plan  for  a  major 
organizational  unit,  and  participate  with  other  managers  to  develop  strategic  plans; 
implement  the  plan;  analyze  new  mandates  and  regulations  for  department  impact;  change 
systems  and  procedures  as  necessary. 

8.  Manage  contracts,  including  developing,  monitoring  and  maintaining  contracts  for 
consultants  and  hardware/software  vendors. 

9.  Lead  planning  sessions  for  unit  staff;  monitor  and  improve  customer  relations  and  ensure 
user  objectives  and  information  technology  needs  arc  identified  and  incorporated  into  the 
unit's  strategic  plans;  explore  future  service  opportunities. 

10.  Conduct  or  direct  feasibility  studies,  needs  assessments,  and  requirements  analyses. 

1 1 .  May  manage  the  provision  of  technical  support  to  users;  may  serve  on  a  variety  of 
committees. 

12.  Perform  related  duties  and  responsibilities,  as  required. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Information  systems  development  disciplines,  maintenance  and 
management;  technical,  operational  and  programming  problem  solving  analysis;  computet 
languages;  systems  design;  common  operating  systems  and  relational  database  systems; 
interai  live  >>r  macro-based  applications;  data  processing  methods;  techniques  and  practices 
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of  supervision,  project  management  and  negotiation;  training  techniques;  cost/benefit 
analyses;  multi-platform  environments;  job  flow  within  a  large  scale  data  processing 
environment;  emerging  technologies  and  industry  trends. 

Ability  to:  Manage  and  direct  a  group  of  highly  technical  employees,  including  the  ability 
to  provide  counseling  and  mediation;  persuade,  convince  and  train  others;  advise  and 
interpret  regarding  the  application  of  policies,  procedures  and  standards  to  specific  situations; 
exercise  judgement,  decisiveness  and  creativity  required  in  situations  involving  the 
direction,  control  and  planning  of  an  entire  program  or  multiple  programs;  predict  and  plan 
for  future  events  impacting  the  organization,  as  well  as  the  ability  to  make  strategic  and 
tactical  decisions  at  the  highest  organizational  levels;  communicate  effectively  orally  and  in 
writing;  establish  and  maintain  good  working  relationships  with  department  personnel,  staff, 
vendors,  and  peers;  use  logic  and  analysis  to  solve  computer  and  systems  problems;  read  and 
understand  professional  and  technical  journals  and  literature;  produce  complex  reports; 
prioritize  competing  requests  for  service. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that 
could  likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way 
to  obtain  this  would  be: 

Experience:  At  least  10  years  management  experience  which  demonstrates  the  knowledge 
and  ability  to  direct  a  very  large  and  complex  Information  Systems  unit. 

Training:  Bachelor's  degree,  preferably  in  computer  science,  business  data  processing, 
business  administration  or  related  field. 

License  or  Certificate:  None 
Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  requirements:  Ability  to  work 
in  a  standard  office  environment. 

Effective  Date:        August    7,    1998 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR,  PARKING  AND  TRAFFIC  COMMISSION       CODE:  1101 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  policy  determination  of  the  Parking  and  Traffic 
Commission,  acts  as  executive  officer  of  the  Parking  and  Traffic  Commission  in 
managing  all  bureaus,  divisions,  and  operations  under  its  jurisdiction; 
exercises  administrative  direction  and  coordination,  through  subordinates, 
over  employees  engaged  in  all  aspects  of  parking  and  traffic  management  for 
the  City  and  County  of  San  Francisco;  directs  related  administrative,  public 
relations,  personnel,  safety  and  fiscal  activities  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  class  serves  as  the  department  head,  under  the 
policy  direction  of  the  Parking  and  Traffic  Commission,  and  establishes  and 
administers  departmental  policies,  procedures  and  operations.   It  is 
distinguished  from  other  classes  in  that  the  incumbent  is  the  executive  in 
charge  of  all  parking  and  traffic  matters  for  the  City  and  County. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Administers,  interprets  and  implements  policies  and  programs  of  the 
Parking  and  Traffic  Commission;  establishes  and  maintains  parking  and 
traffic-related  programs;  analyzes  and  makes  recommendations  on  policy 
matters,  programs  and  procedures;  coordinates  and  administers,  through 
subordinates,  diverse  activities  related  to  parking  and  traffic  management  for 
the  City  and  County. 

2.  Directs  the  establishment  and  operation  of  the  department; 
facilitates  an  effective  and  smooth  transition  of  positions  and  employees  from 
other  City  and  County  departments  in  consolidation  of  Parking  and  Traffic 
functions;  manages  and  implements  diverse  activities  and  programs,  including 
supervising  managerial,  technical,  professional  and  other  personnel,  data 
processing  functions,  and  other  administrative  support  services. 

3.  Directs  parking  policies  and  operations,  including  the  investigation 
of  on-street  parking  availability;  makes  recommendations  on  how  to  maximize 
existing  resources;  the  enforcement  of  parking  regulations;  the  establishment, 
enforcement  and  administration  of  residential  permit  parking  zones;  meter 
planning,  collection,  coin  counting  and  maintenance;  parking  control,  ticket 
enforcement,  towing,  scoff  I  aw  programs;  off-street  parking  programs;  and 
maintains  the  liaison  with  the  Municipal  Court  on  parking-related  matters. 

4.  Directs  traffic  planning  and  research;  and  oversees  the  development 
and  implementation  of  programs  to  improve  street  traffic  and  safety;  promote 
traffic  safety  education;  receive  and  respond  to  complaints  related  to  street 
design  or  traffic  devices;  collect,  compile,  analyze  and  interpret  traffic  and 
parking  data  and  traffic  accident  information.  Administers  traffic  and  signal 
maintenance;  sign  shops;  authorization  and  administration  of  colored  curb 
markings;  the  interdepartmental  committee  on  traffic  and  transportation;  and 
related  functions. 

5.  Appears  before  the  Parking  and  Traffic  Commission,  committees  of  the 
Board  of  Supervisors,  and  other  commissions,  public  agencies  and 
organizations,  regarding  parking  and  traffic  issues,  policies  and  related 
matters. 

6.  Reviews  and  recommends  budgets,  and  makes  presentations  to  the 
Commission,  Mayor  and  Board  of  Supervisors  on  budget  matters;  supervises  the 
review  of  expenditures,  revenues,  and  the  maintenance  of  budgetary  controls. 


CLASS  TITLE:   DIRECTOR,  PARKING  AND  TRAFFIC  COMMISSION      CODE:   1101 


DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:  A  Baccalaureate  degree  from  an  accredited  four 
year  college  or  university,  with  major  course  work  in  business  or  public 
administration. 

Ten  years  of  management  experience  in  the  public  sector,  of  which  at 
least  five  years  has  been  in  a  large  governmental  jurisdiction. 

Know I  edge ,  Ab  i I i  t  i  es  and  Sk  ills:  Comprehensive  knowledge  of:  the 
operations  of  traffic  and  parking  management;  principles,  practices,  and 
techniques  of  departmental  budgeting,  organization,  and  management. 

Ability  to:  direct  subordinates  engaged  in  diverse  activities;  exercise 
exceptional  administrative  ingenuity,  independent  analysis,  adaptability  and 
judgment  on  highly  specialized  proposals  with  difficult,  complicated  choices 
of  action;  make  recommendations  graphically  and  concisely  and  present  them 
effectively  before  boards,  commissions  and  the  public;  establish  and  maintain 
effective  working  relationships  with  officials,  subordinate  staff,  directors 
and  members  of  other  departments,  civic  organizations,  agencies,  and  the 
publ ic. 


NOTE:  This  class  is  exempt  from  Civil  Service  examination  under  Section  3.698 
of  the  Charter. 

ADOPTED:   7-17-89 


#4077c 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLES   PARKING  AUTHORITY  ASSISTANT  DIRECTOR  CODE:   1102 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  assists  in  the  planning,  direct- 
ing and  coordinating  of  the  activities  of  the  parking  authority;  and  per- 
forms related  duties  as  required. 

Requires  responsibility  for:   developing,  coordinating  and  enforcing 
methods  and  procedures  necessary  to  carry  out  the  functions  of  the  park- 
ing authority;  achieving  moderate  economies  while  assisting  in  planning, 
selecting  and  determining  optimum  locations  and  construction  of  parking 
facilities;  making  regular  continuing  contacts  with  persons  at  all  levels 
in  the  city  government,  outside  agencies  and  organizations  and  the  general 
public  in  presenting,  explaining  and  interpreting  the  policies,  rules  and 
regulations  of  the  parking  authority;  supervising  and  preparing  a  wide 
range  of  investigations,  surveys,  reports  and  other  memoranda;  maintaining 
financial,  technical  and  confidential  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  examining  all  available  data  relating  to  traffic  origin 
and  destination,  traffic  flow,  parking  supply  and  demand,  potential  customer 
acceptability  of  probable  rate  structure;  makes  studies  of  potential  park- 
ing facilities,  involving  estimates,  forecasts  and  feasibility  studies,  and 
reports  thereon. 

2.  Assists  in  soliciting  and  cooperating  with  prospective  financial 
sources;  proposes  or  reviews  basic  operating  layouts,  operating  procedures 
and  parking  rate  schedules;  makes  recommendations  for  action  with  respect 
to  prospective  public  parking  facilities;  prepares  or  reviews,  subject  to 
approval  of  counsel,  resolutions,  ordinances  and  lease  and  bid  forms  re- 
quired for  the  accomplishment  of  the  parking  program,  project  or  projects. 

3.  In  absence  of  the  director,  attends  all  regular  and  special 
meetings  of  the  parking  authority  and  the  committees  of  the  board  of  super- 
visors or  full  board  when  parking  matters  are  on  calendar;  attends  various 
city  commission  meetings  when  parking  matters  are  to  be  considered. 

4.  Attends  various  conferences  and  meetings  of  the  parking  authority 
staff,  business  groups,  civic  organizations,  private  parking  industry, 
business  associations,  public  officials  and  others,  in  the  interest  of 
community  education  for  the  exchange  of  information  and  in  connection  with 
parking  program,  formulation  and  project  development;  prepares  the  calendar 
for  these  meetings. 

5.  Collects  data  and  assists  in  the  preparation  of  the  annual  reports, 
work  program,  and  capital  improvement  program;  prepares  or  reviews  all 
reports  of  all  conferences  and  special  and  regular  meetings  of  the  parking 
authority, 

6.  Reads  all  incoming  mail  or  messages  and  dictates  rough  drafts  of 
replies;  scans  all  daily  local  newspapers  for  information  of  all  kinds 
which  may  have  bearing  on  the  authority's  policies  and  parking  program 
and  to  determine  their  acceptance  by  the  public;  reads  and  reviews  trade 
journals  and  all  available  types  of  reports  relating  to  population,  redevel- 
opment, traffic,  transit,  parking,  construction,  financing  that  have 
bearing  on  the  solution  of  the  municipal  parking  problem. 


CLASS  TITLE:   PARKING  AUTHORITY  ASSISTANT  DIRECTOR  CODE:   1102 

(continued) 

7.  Conducts  research,  analysis  and  evaluation  of  the  operations  of 
public  parking  garages  and  parking  lots  already  constructed  under  the 
local  parking  program,  and  prepares  reports  and  recommendations  on  their 
rate  schedules  and  operating  procedures, 

8.  Inspects  all  proposed  parking  facility  sites  and  makes  periodic 
inspection  of  existing  municipal  parking  facilities  and  of  those  in  process 
of  construction;  inspects  the  operation  of  privately  owned  and  operated 
parking  facilities. 

9»   Extends  courtesies  to  visiting  public  officials  or  delegations; 
explains  the  city  program  and  parking  facilities. 

10.  Reviews,  evaluates  and  recommends  all  budget  items  and  partici- 
pates in  presentations  before  the  mayor,  finance  committee,  and  the  board 
of  supervisors. 

11.  Supervises  the  parking  authority  system  of  accounts,  including 
records  of  all  expenditures  and  petty  cash;  verifies  timerolls,  requisi- 
tions, and  funds  deposited  by  the  parking  authority. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  pub- 
lic or  business  administration,  engineering  or  city  planning. 

Requires  at  least  four  years  of  administrative  experience  in  govern- 
ment work,  preferably  dealing  with  the  business  aspects  of  public  garage 
and/or  parking  facilities;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  general  knowledge  of: 
state  laws,  city  charter,  city  ordinances  pertaining  to  the  formation, 
organization,  operations,  financing  and  maintenance  of  off-street  vehicle 
parking;  procedures  and  methods  used  in  acquiring  land  by  purchase,  lease 
or  condemnation;  methods  and  procedures  used  in  financing  parking  districts; 
organizing  and  operating  parking  facilities. 

Requires  ability  to:   present  facts  with  conviction  and  logic,  either 
orally  or  in  writing,  to  groups  and  individuals;  reconcile  conflicting 
opinions  and  interests  of  divergent  groups  and  arrive  at  DU  '  u.  lly  acceptable 
conclusions;  deal  tactfully  and  effectively  with  city  officials,  business 
and  civic  leaders  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promoti< &  • ion  exempt  from  examination. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR,  CONVENTION  FACILITIES  CODE:   1103 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  direction  from  the  Chief  Administrative  Officer 
(CAO),  acts  as  executive  officer  of  the  Convention  Facilities  Department  and 
is  responsible  for  the  oversight  of  the  San  Francisco  Convention  Facilities 
and  the  administration  of  the  City's  contract  with  the  San  Francisco 
Convention  and  Visitors  Bureau;  represents  the  City  and  maintains  liaison  with 
the  San  Francisco  hospitality  community  and  the  convention  industry  in 
particular;  participates  in  the  formulation  of  city-wide  policies  to  maximize 
convention,  business  and  casual  visitation;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  serves  at  the  pleasure  of  the  CAO  and  is 
responsible  on  behalf  of  the  CAO  for  developing  and  executing  policies  related 
to  maximizing  visitation  to  the  City.  The  position  has  full  management  and 
administrative  responsibility  for  the  Convention  Facilities  Department  and, 
subject  to  the  review  of  the  CAO,  determines  rental  rates  and  other  general 
policies  for  the  facilities. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Manages  the  contracts  with  both  the  operator  of  the  convention 
facilities  and  the  Convention  and  Visitors  Bureau;  initiates  and  implements 
internal  review  and  control  procedures  in  order  to  assure  contract  compliance: 
establishes  and  maintains  budgetary  controls;  directs  all  accounting  and 
financial  recordkeeping  operations;  reviews  revenues  and  expenditures  for 
appropriateness  and  takes  corrective  action  if  necessary. 

2.  Reviews  monthly,  quarterly,  and  annual  reports  of  contractors' 
financial  and  operational  results;  works  with  contractors'  representatives  to 
maintain  the  City  as  a  first-class  convention  venue  and  overall  destination. 

3.  Works  with  the  facility's  contractor  in  improving  all  aspects  of  the 
facilities  operation  including  pricing  and  scheduling;  coordinates  events  by 
providing  resources  as  well  as  identifying  and  eliminating  disincentives  to 
using  the  City's  facilities. 

4.  Prepares  the  department  budget;  analyzes  and  reviews  the  contractors' 
budget  proposals. 

5.  Identifies  and  prioritizes  capital  improvement  projects;  serves  as 
liaison  with  Department  of  Public  Works  or  other  City  departments. 

6.  Establishes  and  maintains  contact  with  the  hospitality  industry. 

7.  Monitors  the  competitive  environment  of  the  convention  industry  and 
identifies  opportunities  to  increase  customer  satisfaction. 

8.  Analyzes  and  resolves  contractual  problem?  or  disputes:  provides 
contractors  with  liaison  to  other  city  and  county  departments;  promotes  and 
encourages  contractors'  adherence  to  all  city  and  county  policies  including 
affirmative  action  goals  in  hiring  and  in  minority  and  women  business 
enterpri se. 


CLASS  TITLE:   DIRECTOR,  CONVENTION  FACILITIES  CODE:   1103 

EXAMPLES  OF  DUTIES:   (Cont.) 

9.  Supervises  subordinate  staff  and,  as  directed,  represents  the  CAO  in 
meetings  with  department  heads,  contractors,  and  other  key  officials  in  the 
public  and  private  sector. 

10.  Works  with  Grants  for  the  Arts  on  promoting  the  attractiveness  of  the 
City  as  a  destination  due  to  its  rich  multi-cultural  arts  environment. 

DESIRABLE  QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:  modern 
accountancy,  budgeting,  and  fiscal  principles  and  practices;  the  principles  of 
organization,  management  and  operation  of  municipal  government  and  the 
economic  and  political  environment  in  which  it  functions. 

Considerable  ability  to:  speak  and  write  effectively;  deal  effectively, 
courteously  and  tactfully  with  key  officials  in  the  public  and  private  sector, 
the  contractors  and  their  employees,  and  the  public. 


NOTE:  This  class  is  exempt  from  Civil  Service  examination  under  Section  3.510 
of  the  Charter. 

ADOPTED:   2-3-92 

#428Rc 
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CLASS  TITLE:      PARKING  AUTHORITY  MANAGER  CODE:      llOii 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  plans,  directs  and  coordinates 
the  activities  of  the  parking  authority;  and  performs  related  duties  as 
required. 

Requires  major  responsibility  for:   planning,  developing,  coordina- 
ting and  executing  methods  and  procedures  necessary  to  carry  out  the 
functions  of  the  parking  authority;  achieving  widespread  economies  in 
planning,  selecting  and  determining  optimum  locations  and  for  construc- 
tion of  parking  facilities;  making  regular  continuing  contacts  with 
persons  at  all  levels  in  the  city  government,  outside  agencies  and 
organizations  and  the  general  public  in  explaining  and  interpreting 
policies,  rules  and  regulations  of  the  parking  authority;  supervising 
and  preparing  a  wide  range  of  investigations,  surveys,  reports  and 
other  memoranda;  the  maintenance  of  financial,  technical  and  confidential 
records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs  and  examines'  all  available  data  relating  to  traffic 
origin  and  destination,  traffic  flow,  parking  supply  and  demand, 
potential  customer  acceptability  of  probable  rate  structure;  makes 
studies  of  potential  parking  facilities,  involving  economic  studies, 
estimates,  forecasts  and  feasibility  studies,  and  makes  recommenda- 
tions thereon. 

2.  Solicits  and  cooperates  with  prospective  financial  sources; 
proposes  or  reviews  basic  operating  layouts,  operating  procedures, 
and  parking  rate  schedules;  makes  recommendations  for  action  with 
respect  to  prospective  public  parking  facilities;  prepares  or  reviews, 
subject  to  approval  of  counsel,  resolutions,  ordinances,  lease  and 
bid  forms  required  for  the  accomplishment  of  the  parking  program, 
project  or  projects. 

3.  Attends  all  regular  and  special  meetings  of  the  parking 
authority,  the  committees  of  the  board  of  supervisors  and  various 
city  commissions  when  parking  matters  are  on  calendar;  represents  the 
authority  at  such  meetings. 

It.  Attends  various  conferences  and  meetings  of  the  parking 
authority  staff , business  groups,  civic  organizations,  private  parking 
industry,  business  associations,  public  officials  and  others,  in  the 
interest  of  community  education  for  the  exchange  of  information  and 
in  connection  with  parking  program  formulation  and  project  development; 
prepares  the  calendar  for  these  meetings. 

5.  Directs  the  collection  of  data; supervises  the  preparation  of 
the  annual  report  and  the  capital  improvement  program  report;  prepares 
or  reviews  reports  of  all  conferences  and  regular  and  special  meetings 
attended. 

6.  Reads  all  incoming  mail  or  messages  pertinent  to  the  work  of 
the  parking  authority  and  dictates  or  prepares  rough  drafts  of  replies; 
scans  all  daily  local  newspapers  for  information  of  all  kinds  which 
may  have  bearing  on  the  authority's  policies  and  parking  program; 
reads  and  reviews  trade  journals  and  all  available  types  of  reports 
relating  to  population,  redevelopment,  traffic,  transit,  parking, 
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(continued) 

construction,  financing  that  have  bearing  on  the  solution  of  the  muni- 
cipal parking  problem. 

7.  Conducts  research,  analysis  and  evaluation  of  the  operations 
of  public  parking  garages  and  parking  lots  already  constructed  under 
the  local  parking  program,  and  prepares  reports  and  recommendations  on 
their  rate  schedules  and  operating  procedures. 

8.  Inspects  all  proposed  parking  facility  sites  and  makes  periodic 
inspection  of  existing  municipal  parking  facilities  and  of  those  in 
process  of  construction;  inspects  the  operation  of  privately  owned  and 
operated  parking  facilities. 

9.  Extends  courtesies  to  visiting  public  officials  and  delega- 
tions, discusses  and  explains  the  city  parking  problem;  inspects  the 
city's  principal  parking  facilities;  reviews;  evaluates  and  recommends 
all  budget  items  and  participates  in  presentations  before  the  mayor, 
finance  committee  of  the  board  of  supervisors  and  the  full  board, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration,  engineering  or  city  planning. 

Requires  at  least  six  years  administrative  experience  in  govern- 
ment work,  preferably  dealing  with  the  business  aspects  of  public 
garage  and/or  parking  facilities;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowl- 
edge of:  state  laws, city  charter  and  city  ordinances  pertaining  to 
the  formation,  organization,  operation,  financing  and  maintenance  of 
off-street  vehicle  parking;  procedures  and  methods  used  in  acquiring 
land  by  purchase,  lease  or  condemnation;  methods  and  procedures  used 
in  financing  parking  districts;  organizing  and  operating  parking 
facilities. 

Requires  ability  to:  present  facts  with  conviction  and  logic, 
either  orally  or  in  writing,  to  groups  and  individuals;  reconcile 
conflicting  opinions  and  interests  of  divergent  groups  and  arrive  at 
mutually  acceptable  conclusions;  deal  tactfully  and  effectively  with 
city  officials,  business  and  civic  leaders  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EXECUTIVE  DIRECTOR.  RENT  CODE:   1105 

ARBITRATION  BOARD 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  policy  determination  of  the  Rent  Arbitration 
Board,  administers  the  city's  rent  stabilization  program;  complies 
with  laws,  court  decisions  and  ordinances  relating  to  rent 
stabilization;  plans  and  directs  the  administrative  and  technical 
activities  of  the  Rent  Arbitration  Board  staff;  and  performs  related 
duties  as  reguired. 

DISTINGUISHING  FEATURES: 

This  one  position  class  functions  under  the  policy  direction  of 
the  Rent  Arbitration  Board.   The  employee  in  this  class  serves  as 
the  executive  head  of  the  Board's  staff  and  carries  out  the 
administrative  activities  necessary  for  the  City's  rent 
stabilization  program.   This  position  serves  as  the  chief  advisor  to 
the  executive  and  legislative  branches  of  city  government  on  rent 
stabilization  and  related  housing  matters. 

EXAMPLES  OF  DUTIES: 

1.  Exercises  responsibility  for  the  administration  of  the 
City's  rent  stabilization  program:  supervises  through  subordinate 
personnel  the  inforcement  of  the  rent  stabilization  ordinance: 
interprets  and  applies  various  laws  and  ordinances  relating  to  rent 
stabilization. 

2.  Acts  as  the  executive  officer  of  the  Rent  Stabilization 
Board  in  the  coordination  and  direction  of  the  staff  in  various 
administrative  and  technical  activities;  plans,  assigns,  schedules 
and  reviews  the  board's  work  probram;  prepares  and  administers  the 
departmental  budget  and  directs  the  preparation  of  related  records 
and  reports. 

3.  Directs  immediate  and  effective  investigation  and  remedial 
attention  to  cases  involving  rent  and  related  housing  disputes 
between  tenants  and  property  owners:  may  advise  the  Rent  Board  of 
the  application  of  the  Rent  Stabilization  ordinance  concerning 
disputes  between  tenants  and  property  owners. 

4.  Prepares  regular  reports  for  the  Rent  Arbitration  Board  as 
reguired  by  ordinance:  supervises  the  preparation  of  detailed 
reports  on  investigations  and  interviews  conducted  by  staff: 
supervises  the  maintenance  of  files  on  the  disposition  of 
complaints,  the  resolution  of  disputes  and  reports  on  actions  taken 
by  the  Rent  Arbitration  Board. 

5.  Hires  Hearing  Officers  for  arbitrating  rental  increase 
disputes  between  tenants  and  property  owners:  supervises  staff  in 
administering  the  eviction  provisions  of  the  rent  stabilization 
ordinance. 
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CLASS  TITLE:   EXECUTIVE  DIRECTOR.  RENT  CODE:   1105 

ARBITRATION  BOARD 

EXAMPLES  OF  DUTIES:   (continued) 

6.   Interprets  policies  of  the  Board  to  the  mass  media  and  the 
general  public;  represents  the  Rent  Arbitration  Board  before 
legislative  bodies  and  at  public  functions:  serves  as  an  advisor  to 
the  Mayor  on  rent  stabilization  and  housing  matters. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   A  Baccalaureate  degree  from  an 
accredited  four  year  college  or  university  with  major  course  work  in 
business  administration,  public  administration,  law.  political 
science  or  economics,  or  a  related  field,  plus  five  years  of 
progressively  responsible  work  experience  in  a  public  service  agency 
involving  either  a  regulatory  field  or  an  organization  meeting 
diverse  public  needs,  such  work  experience  involving  administration, 
supervision,  program  development  and  the  application  of  laws  and 
regulations:  or  an  eguivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:   Comprehensive  knowledge  of: 
principles,  practices  and  techniques  of  budgeting,  organization, 
administration  and  management;  public  relations;  social  and  economic 
conditions  of  the  city  as  they  pertain  to  housing:  federal,  state 
and  local  laws,  statutes  and  codes  as  they  pertain  to  the  Rent  Board 
and  rent  stabilization  program. 

Ability  and  skill  to:   establish  and  maintain  good  professional 
relationships  with   subordinates,  members  of  the  executive  and 
legislative  branches  of  city  government,  representatives  of  other 
public  agencies,  community  groups  and  the  general  public:  prepare  a 
departmental  budget:  speak  effectively  at  public  meetings:  explain 
agency  programs  in  the  public  media. 


ADOPTED  9-17-8*4 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DEPUTY  DIRECTOR,  RENT  ARBITRATION  BOARD  CODE:   1107 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  the  Deputy  Director  for  the  Rent 
Arbitration  Board  assists  1n  the  administration  of  the  city's  rent 
stabilization  program;  acts  for  the  Executive  Director,  Rent  Arbitration  Board 
In  case  of  absence;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  has  primary  responsibility  for  managing, 
through  subordinate  supervisors,  the  dally  operations  of  the  Rent  Arbitration 
Board.  It  reports  to  the  Executive  Director,  Rent  Arbitration  Board  and 
serves  as  the  administrative  arm  In  the  efficient  administration  of  the  Rent 
Ordinance.   It  1s  distinguished  from  the  Senior  Hearing  Officer  by  the 
latter's  responsibility  for  legal  oversight  and  judgement  1n  administrative 
hearings  and  related  technical  legal  matters  pertaining  to  rent  stabilization 
and  housing  matters. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Supervises  and  coordinates  the  work  flow  of  the  various  sections  of 
the  Rent  Arbitration  Board  Office;  trains  and  supervises  staff  managers  and 
other  support  staff;  clarifies  department  policies  and  procedures  for  staff; 
and  provides  back-up  supervision  and  assistance  to  the  Citizens  Complaint 
Officers  and  Hearing  Officers. 

2.  Coordinates  the  department's  legal  activities;  consults  and 
strategies  with  assigned  city  attorneys;  monitors  the  status  of  court  cases 
and  claims  against  the  department;  oversees  the  preparation  of  administrative 
records  for  court  proceedings;  drafts  proposed  amendments  to  the  Rent 
Ordinance  and  Board  Rules  and  Regulations;  reviews  state  legislation  and  makes 
recommendations  for  response  by  the  Board  of  Supervisors. 

3.  Attends  Rent  Arbitration  Board  meetings  and  performs  or  assigns  and 
reviews  all  ancillary  activities;  oversees  all  procedures  of  the  appeals 
process;  drafts  meeting  minutes  and  agendas  and  Issues  Notices  of  Public  or 
Special  Hearings;  writes  appeal  decisions  In  accordance  with  applicable  laws 
and  Order  of  the  Commissioners. 

4.  Performs  special  projects  as  assigned,  for  the  Executive  Director; 
assists  In  the  preparation  of  a  variety  of  reports  and  correspondence  on  Rent 
Board  activities;  assists  1n  preparation  of  the  department  budget  and 
participation  In  budget  hearings;  develops  department  policies,  procedures  and 
goals  In  conjunction  with  senior  staff. 

5.  Acts  for  the  Executive  Director  In  his  or  her  absence;  answers 
questions  and  handles  problems  from  agency  staff,  other  City  departments,  the 
media  and  members  of  the  general  public;  represents  the  Director  at  public 
functions  and  meetings;  Interprets  the  Rent  Ordinance  and  policies  of  the 
Board  to  the  executive  and  legislative  branches  of  City  government;  delegates 
tasks  and  makes  administrative  decisions  as  necessary. 

DOC  IMFNTS  DEPT. 

OCT  22 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


CLASS  TITLE:   DEPUTY  DIRECTOR,  RENT  ARBITRATION  BOARD  CODE:   1107 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Considerable  knowledge  of:  codes, 
ordinances,  charter  and  other  legal  provisions  relating  to  the  Rent 
Arbitration  Board;  principles  of  administration  and  office  management;  public 
relations,  court  procedures  and  Inter-relationships  of  City  departments  and 
community  groups. 

Ability  and  skill  to:  plan,  organize  and  direct  the  work  of  subordinates; 
review  legal  Issues  pertaining  to  the  Rent  Board;  establish  and  maintain 
cooperative  relationships  with  other  governmental  agencies  and  members  of  a 
culturally  diverse  public  and  staff;  prepare  and  present  reports  and 
recommendations  concisely,  logically  and  convincingly. 

ADOPTED:   9-17-84 

AMENDED:   7/19/93 

#4400c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:    EXECUTIVE  DIRECTOR,  HEALTH  SERVICE  SYSTEM      CODE:   1108 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers  the  program  of  the 
health  service  system;  supervises  the  services  in  accordance  with  estab- 
lished rules  and  regulations;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating  and  executing 
policies,  methods  and  procedures  of  the  health  service  system;  budgetary 
control  and  rendering  of  all  services  to  the  organization  as  a  whole; 
making  continuing  personal  contacts  with  employees  and  representatives 
of  organizations  and  groups  regarding  discussion,  explanation  and  inter- 
pretation of  established  policies,  rules  and  regulations;  directing  the 
preparation,  review,  approval  and  maintenance  of  all  records  and  reports. 

EXAMPLES  OF  DUTIES: 

lo  Administers  the  health  service  system  in  accordance  with  rules 
and  regulations  established  by  the  health  service  board;  renders  infor- 
mation and  advice  relative  to  policies,  plans  and  benefits. 

2„  Attends  health  service  board  and  committee  meetings;  attends 
meetings  of  the  board  of  supervisors  relative  to  presentation  and  dis- 
cussion of  health  service  system  matters  and  problems,  such  as  rates, 
rules  and  regulations,  plans  for  improving  future  services  and  benefits. 

3.  Renders  policy  decisions  from  an  administrative  standpoint 
pertaining  to  problems  presented  by  members,  staff  physicians,  hospitals 
and  others  relative  to  membership  in  the  various  plans;  considers  com- 
plaints regarding  any  phases  of  the  service 0 

U.  Prepares  press  releases  to  improve  public  information  and 
relationships;  also,  information  to  members,  departments,  physicians, 
hospitals  and  other  agencies. 

So     Directs  the  supervision  of  the  business  aspects  of  the  health 
service  system;  directs  the  preparation  of  statistical  information  and 
reports;  negotiates  contracts  as  directed  by  the  board;  reviews  and 
approves  various  forms  and  documents  as  required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  public 
or  business  administration  or  closely  related  fields. 

Requires  at  least  five  years  experience  in  the  insurance  field, 
including  various  aspects  of  industrial  medicine,  life  and  accident 
insurance  or  governmental  insuring  agencies,  at  least  five  years  of  which 
shall  have  been  in  a  progressively  responsible  administrative  capacity, 
specifically  in  health  and  welfare  plans  or  prepaid  health  insurance; 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of 
health  and  welfare  programs  and  prepaid  health  insurance,  including  fee 
and  benefit  schedules,  underwriting,  claims  adjusting  and  workmen's 
compensation. 


CIASS  TITLE:   EXECUTIVE  DIRECTOR.  HEALTH  SERVICE  SYSTEM       CODE:  1108 
(Continued) 

Requires  good  knowledge  of  and  experience  in  office  organization, 
personnel  and  business  administration,  including  fiscal,  accounting  and 
statistical  methods,, 

Requires  ability  and  skill  to  establish  and  maintain  good  professional 
and  business  relationships,  including  preparation  of  public  information 
releases,, 

PROMOTIVE  LIMES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


t-a-'iU  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

""'"  -"  /"'  /  A         "^  t 

CLASS  TITLE:  EXECUTIVE  ASSISTANT  TO  THE  GENERAL  MANAGER,  CODE:  1110 

RETIRMENT  SYSTEM.  jy^ 

CHARACTERISTICS  OF  THE  CLASS: 


Subject  to  administrative  approval,  acts  as  a  principal  staff  assistant 
to  the  General  Manager,  Retirement  System;  consults  with  division  heads  on  in- 
vestigations and  recommendations  regarding  major  administrative  problems,  new 
programs,  activities,  services  and  revamping  of  current  programs;  performs  re- 
search for  the  General  Manager;  carries  out  other  special  staff  assignments  for 
the  General  Manager  as  directed;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for  assisting  in  developing,  coordinating 
and  enforcing  methods,  procedures  and  policies  affecting  the  activities  and 
services  of  the  divisions  of  the  Retirement  System;  assists  in  planning  and 
developing  procedures  for  efficient  and  economical  management  of  the  department 
marking  continuous  responsible  contacts  with  the  general  public,  governmental 
officials  and  private  officials  for  the  purpose  of  explaining  a  wide  variety 
of  departmental  policies,  procedures  and  services,  and  for  the  purpose  of  en- 
listing participation  in  the  implementation  of  such  policies  and  programs; 
preparing  or  supervising  the  preparation  of  important  detailed  and  complex 
operational  and  administrative  reports  and  records. 

DISTINGUISHING  FEATURES : 

This  position  provides  staff  assistance  and  advice  to  the  General  Manager 
on  administrative  matters;  performs  special  investigations,  research  studies; 
evaluates  problems  and  programs  and  recommends  solutions.  This  position  is 
not  involved  in  nor  responsible  for  directing  line  operations  and  maintenance 
activities. 

EXAMPLES  OF  DUTIES: 

1.  Assists  management  in  the  identification  of  administrative  and 
organizational  problems  and  assists  in  the  development  of  solutions  to  these 
problems;  evaluates  existing  and  proposed  administrative  policies  and  practices, 
and  makes  proposals  for  amendments  and  improvements. 

2.  Conducts  or  directs  investigations  and  prepares  recommendations  on 
departmental  expenditures,  personnel,  organization  functions  and  procedures, 
and  other  assigned  matters  and  problems. 

3.  Maintains  records  of  Federal  and  State  and  Local  legislation  affecting 
departmental  operations;  consults  with  administrative  and  professional  staff  on 
procedure  changes  made  necessary  by  legislative  action. 

Lr.     Represents  the  General  Manager,  Retirement  System  at  meetings  with 
administrative  officials,  legislative  bodies,  representatives  of  outside  organi- 
zations and  groups,  employees,  and  the  general  public  in  furnishing  and  ex- 
changing information,  explaining  policies,  procedures  and  regulations  on  com- 
plex retirement. 

5.  Makes  special  studies,  including  investigating  complaints  relating  to 
the  administration  of  the  affairs  of  the  Retirement  System;  submits  investigative 
findings  with  recommendations  for  action  to  the  General  Manager,  Retirement  System; 
prepares  correspondence  to  complainants  informing  them  of  fundings  and  remedial 
action  when  necessary. 


CLASS  TITLE:  EXECUTIVE  ASSISTANT  TO  THE  GENERAL  MANAGER,  CODE:  1110 

RETIREMENT  SYSTEM  (cont'd) 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university  with  a  baccalaureate  degree  with  major  course  work  in  public  admini- 
stration, business  administration,  or  related  fields. 

Requires  at  least  seven  years  of  progressively  responsible  administrative 
experience,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  a  comprehensive  knowledge  of 
municipal  laws,  policies  and  regulations;  particularly  as  they  apply  to  the 
operations  of  the  Retirement  System;  basic  laws  establishing  and  controlling 
Retirement  System  plans  and  general  and  legal  decisions  affecting  their  operation 
techniques  and  trends  of  private  and  governmental  retirement  systems  and 
the  relationship  of  retirement  and  disability  plans  to  general  public  administration; 
the  principals  of  organization  and  management,  personnel  administration  and 
supervision;  modern  office  methods,  business  forms,  records  and  equipment  in- 
cluding general  principals  and  uses  of  Electronic  Data  Processing  Systems. 


ADOPTED:  4/19/76 


DEC  6     1984 

SAN    FRANCISCO   CIVIL    SERVICE   COMMISSION  pn.  i^^fniilov 

CLASS  TITLE:   EXECUTIVE  DIRECTOR,  RELOCATION  APPEALS  BOARD  CODE:   1111 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  acts  as  executive  secretary  to  the  San  Francisco 
Relocation  Appeals  Board;  supervises  and  conducts  the  general  business  and  clerical 
activities  of  the  Board;  has  primary  responsibility  for  coordinating  and  processing 
relocation  appeals,  the  City  Rent  Supplement  Program  and  the  Temporary  Rent  Assistance 
Program;  assists  the  Director  of  Housing  and  Economic  Development  in  developing, 
coordinating  and  interpreting  housing  and  relocation  activities  for  the  City  and  County; 
makes  regular  personal  contacts  with  representatives  of  local,  city,  state  and  federal 
agencies  and  departments;  meets  with  individual  citizens  and  community  organizations 
concerned  with  housing  and  relocation  problems;  analyzes  and  evaluates  reports  and 
technical  data;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  exempt  one  position  class  serves  as  executive  secretary  to  the  San  Francisco 
Relocation  Appeals  Board.   The  incumbent  in  this  position  performs  a  variety  of  admin- 
istrative services  to  implement  and  oversee  the  activities  of  the  Board.   The  Relocation 
Appeals  Board  is  considered  part  of  the  administrative  branch  of  the  Mayor's  Office. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  executive  secretory  to  the  San  Francisco  Relocation  Appeals  Board; 
serves  as  the  Mayor's  representative  for  the  local  rent  assistance  program  and  for  the 
special  temporary  rent  assistance  program. 

2.  Monitors  activities  of  the  Hotel  Tax  Rent  Supplement  Program;  develops  pro- 
cedures to  meet  contractual  requirements  between  the  City  and  sponsor/managers;  verifies 
requests  for  payments  of  rent  supplement;  promotes  coordination  of  the  City's  programs 
with  other  rent  supplement  programs. 

3.  Analyzes  housing  relocation  programs  of  the  various  City  agencies;  reviews  and 
evaluates  survey  data  and  other  information  related  to  relocation  and  housing  activities 
prepares  reports  for  the  Relocation  Appeals  Board. 

k.      Ensures  information  and  assistance  is  provided  to  City  residents  regarding  the 
various  rent  supplement  programs  and  relocation   services. 

5.  Establishes  and  maintains  liaison  on  behalf  of  the  Mayor's  Office  with  the 
Redevelopment  Agency,  the  Housing  Authority,  the  Department  of  Public  Works  and  other 
governmental  agencies  which  have  housing  relocation  requirements;  provides  continuing 
liaison  between  relocatees  and  potential  relocatees  and  appropriate  City  agencies  on 
behalf  of  the  Mayor  and  the  Director  of  Housing  and  Economic  Development. 

6.  Develops  procedures  to  coordinate  the  planning  between  management  firms,  the 
federal  government  (HUD)  and  various  City  departments  regarding  housing  resources. 

7.  Attends  community  meetings  to  explain,  interpret  and  promote  the  City's 
housing  assistance  programs. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Requires  either  completion  of  a  four  year  college  or 
university  with  a  baccalaureate  degree  with  major  course  work  in  a  field  related  to  the 
area  of  assignment  or  four  years  of  work  experience  in  the  area  of  assignment  involv- 
ing extensive  community  contacts;  or  an  equivalent  combination  of  training  and 
experience. 


CLASS  TITLE:   EXECUTIVE  DIRECTOR,  RELOCATION  APPEALS  BOARD  CODE:   1111 

DESIRABLE  QUALIFICATIONS:   (Cont.) 

Knowledge,  Abilities  and  Skills:   Requires  knowledge  of  federal,  state  and  local 
programs,  policies  and  requirements  in  the  field  of  housing  relocation  and  related 
aspects;  techniques  of  statistical  and  research  methods;  sources  of  information  and 
data  concerning  the  above. 

Requires  ability  to  plan,  evaluate,  promote  and  administer  housing  and  relocation 
programs;  develop  constructive  working  relationships  with  various  community  groups; 
effectively  communicate  orally  and  in  writing;  deal  tactfully  and  effectively  with 
government  officials,  professionals  and  technical  persons,  co-workers,  representatives 
of  community  organizations  and  the  general  public. 

NOTE:   This  position  is  exempt  from  examination  under  the  provisions  of  Charter 
Section  3.500(h) . 

ADOPTED:   9-17-84 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   RETIREMENT  SYSTEM  GENERAL  MANAGER  CODE:   1112 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  policy  determination  of  the  retirement  board,  plans,  or- 
ganizes and  directs  the  administration  of  the  retirement  system;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  developing  and 
executing  policies  and  methods  affecting  the  city-wide  retirement  system; 
achieving  widespread  economies  and  preventing  major  losses  through  the  manage- 
ment of  investment  funds,  the  exercise  of  budgetary  control  over  operating 
costs,  and  the  accounting  of  retirement  funds  involved  in  the  management  of 
the  retirement  system;  making  frequent  personal  contacts  to  establish  and 
maintain  public  relations,  involving  difficult  negotiations,  presentation 
and  interpretation  of  policies,  rules  and  regulations  with  boards,  administra- 
tive officials,  representative  groups  and  members  of  the  retirement  system; 
directing  the  preparation,  approving,  reviewing  and  maintaining  of  important 
records  and  reports  affecting  the  retirement  system,  and  reviewing  highly 
specialized  actuarial,  financial  and  budgetary  reports  and  drawing  conclusions 
upon  which  administrative  decisions  are  based. 

EXAMPLES  OF  DUTIES: 

1.  Establishes  and  supervises  various  activities  and  procedures 
for  the  administration  of  the  employee  retirement  system;  directs  the 
application  of  actuarial  tables  to  individual  cases  of  retirement  in- 
cluding cases  of  disability;  cooperates  with  officials  of  the  city  and 
county  departments  in  administering  the  system  of  contributions  and 
payments . 

2.  Acts  as  liaison  between  the  retirement  board  and  retirement 
system  members;  directs  the  keeping  of  accounts  of  contributions,  pay- 
ments and  investments;  approves  investments  of  the  retirement  system; 
reviews  the  collection  of  income  from  investments  and  approves  payment 
of  claims  for  death,  disability  and  retirement  of  members  subject  to 
confirmation  by  the  retirement  board. 

3.  Prepares  reports  and  resolutions  and  makes  recommendations  for 
legislative  action  on  changes  in  retirement  laws;  directs  the  preparation 
of  records  of  data  to  serve  as  a  basis  for  actuarial  investigations  and 
computations;  appears  before  employee  groups,  legislative  committees, 

and  other  groups,  to^inform  them  of  the  provisions  of  the  retirement  laws, 
and  of  the  operations  of  the  system;  prepares  explanatory  information 
concerning  retirement  matters. 

h.     Consults  with  and  explains  to  inquiring  employees  and  other 
interested  persons,  the  provisions  of  the  retirement  laws  as  they  apply 
to  particular  cases;  prepares  the  annual  report  of  the  retirement  board. 

5.  Represents  the  city  and  county  before  the  industrial  accident 
commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course  work 
in  public  or  business  administration,  economics,  accounting  or  statistics. 


CLASS  TITLE:   RETIREMENT  SYSTEM"  GENERAL  MANAGER  (continued)         CODE:   1112 

Requires  at  least  six  years  broad  administrative  experience  in  one 
of  the  above  fields;  or  an  equivalent  combination  of  training  and 
experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge 
of:  the  basic  laws  establishing  and  controlling  retirement  plans  and 
the  general  and  legal  decisions  affecting  their  operation;  operating 
procedures  of  various  retirement  plans;  the  principles,  purposes, 
techniques  and  trends  of  private  and  governmental  retirement  systems 
and  the  relationship  of  retirement  and  disability  plans  to  general 
governmental  administration;  principles  and  practices  involved  in  the 
use  of  bonds  as  a  medium  for  both  short  and  long-term  investment  of 
funds . 

Requires  ability  to:  understand  aid  interpret  actuarial  studies 
and  reports;  exercise  good  business,  investment  and  administrative 
judgment;  prepare  and  interpret  statistical  and  financial  data;  plan 
and  supervise  maintenance  of  records  for  retirement  purposes  and  inter- 
pret statistical  and  financial  data;  plan  and  supervise  maintenance  of 
records  for  retirement  purposes  and  interpret  the  data  derived  from 
them;  deal  tactfully  and  effectively  with  the  employees,  members  of 
the  retirement  system  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

1113  DEPUTY  DIRECTOR.  RETIREMENT  SYSTEM 


Definition: 

Subject  to  general  administrative  approval,  assists  the  Retirement  System  Executive 
Director  in  administering  a  comprehensive  Retirement  Program  for  the  City  and  County 
of  San  Francisco;  oversees  and  directs  two  major  program  areas:  Retirement  Services 
and  Fiscal  Services;  assumes  responsibility  and  acts  in  the  capacity  of  the  Executive 
Director  in  case  of  absence;  and  performs  related  duties  as  required. 

Distinguishing  Features: 

The  Deputy  Director,  Retirement  System  is  a  top-level  management  position 
responsible  for  acting  as  the  chief  assistant  to  the  Retirement  System  Executive 
Director.  The  Deputy  Director  has  primary  responsibility  for  assisting  the  Executive 
Director  in  the  formulation,  implementation  and  recommendation  of  operational  and 
policy  changes  for  the  Retirement  system  and  overseeing  the  management  of  the  two 
major  programs,  Retirement  Services  and  Fiscal  Services. 

Supervision  Exercised:  Supervises  managers  responsible  for  major  programs 

Examples  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as 
a  restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Monitors  through  the  program  managers  the  activities  related  to  the  operating 
divisions  of  the  Retirement  System;  reviews  procedures  and  effects  changes  when 
appropriate:  evaluates  performance  of  subordinates;  institutes  adequate  in-service 
training  programs  for  personnel. 

2.  Functions  as  the  chief  assistant  on  special  operational  assignments  as 
requested  by  the  Retirement  System  Executive  Director. 

3.  Reviews  specific  programs  and  operational  goals  of  each  division  and  requires 
the  responsible  personnel  to  develop  plans  and  achieve  them. 

4.  Maintains  continuous  review  of  Charter  provisions,  state  and  federal  laws  and 
regulations  governing  the  various  retirement  programs  and  makes  recommendations  for 
such  changes  as  are  deemed  necessary. 

5.  Develops  and  oversees  the  execution  of  financial  and  accounting  policies  for  the 
Retirement  System. 

6.  Oversees  and  participates  in  the  formulation  of  the  Retirement  System  budget; 
proposes  alternative  actions  to  cope  with  funding  changes. 


1113  DEPUTY  DIRECTOR.  RETIREMENT  SYSTEM  fcont.) 


7.  Appears  before  budget,  legislative  and  various  other  groups  to  justify  the  budget 
and  explain  policy  and  procedural  matters  of  the  Retirement  System  programs. 

8.  Recommends  management  information  system  objectives  and  needs  and  is 
responsible  for  the  accomplishment  of  the  objectives  which  have  been  approved  by  the 
Executive  Director;  serves  as  member  of  the  steering  committee  for  development  of 
management  information  system. 

9.  Informs  the  Executive  Director  of  major  program  and  operational  matters 
affecting  departmental  plans  and  policies  to  obtain  advice,  guidance  or  authorization  as 
required. 

10.  Serves  as  Contract  compliance  officer,  develops  and  maintains  contacts  in 
compliance  with  Purchasing,  HRC,  and  DHR  requirements  regarding  personal  services 
contracts  and  all  other  contracts. 

1 1 .  Maintains  knowledge  of  and  effective  tracking  of  pension  plan  structural  changes 
across  the  country  (Defined  contribution/hybrid  plans/DROP). 

12.  Maintains  organization  of  and  liaison  of  building  leases,  general  office 
management  activities  (purchasing,  reproduction,  telephone  systems);  oversees 
coordination  of  MIS  activities,  voice  data,  record  keeping,  record  management. 

13.  Maintains  current  knowledge  of  accounting  principles  applicable  to  public 
pension  plans,  and  knowledge  and  practical  implementation  of  tax  reporting 
compliance. 

14.  Oversees,  plans,  directs  and  insures  implementation  of  operational  projects,  MIS 
implementation,  Cola  provisions,  new  benefit  packages,  pretax  buyback. 

1 5.  Acts  for  the  Retirement  System  Executive  Director  in  case  of  absence. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:  Requires  a  comprehensive  knowledge  of:  purposes,  principles, 
organizational  structure,  and  problems  of  public  retirement  systems;  charter  provisions 
and  ordinances  pertaining  to  the  operations  of  the  Retirement  System  programs; 
principles  of  actuarial  funding  schemes;  municipal  accounting,  budget  preparation  and 
modern  office  procedures  and  equipment.   Knowledge  of  federal  and  state  taxes  and 
pension  laws. 

Ability  to:  Analyze,  control  and  direct  the  management  of  Fiscal  Services,  Retirement 
Services,  and  Management  Information  Services;  interpret  and  apply  appropriate 
provisions  of  the  Charter  and  Administrative  Code;  develop  and  maintain  effective 
relationships  with  those  contacted  in  the  course  of  work;  develop,  revise  and  adapt 
procedures  to  meet  changing  conditions;  analyze  situations  accurately  and  adopt  an 
effective  course  of  action;  write  and  speak  effectively. 


1113  DEPUTY  DIRECTOR.  RETIREMENT  SYSTEM 


Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the 
knowledge,  skills  and  abilities  would  be: 

Experience:  Five  years  diverse  management  experience.  Experience  with  the 
operation  of  a  public  pension  and/or  knowledge  of  state  and  federal  pension  regulation 
is  desirable. 

Training:  A  Bachelor's  degree  preferably  with  a  major  in  economics,  finance  or 
business  administration.  A  Master's  degree  in  economics,  finance  or  business 
administration  is  desirable. 

Special  Requirement:    Essential  duties  require  the  following  physical  skills  and 
environment:  ability  to  work  in  a  standard  office  environment. 


ADOPTED:       November  9,  1998 


*  '-  •  .  •  Of   Li  _C 

CLASS  TITLE:   ADMINISTRATOR,  RETIREMENT  SERVICES  CODE:    11U4 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  plans,  directs,  reviews  all  activities  of  the 
Accounting  and  Member  Services  Division  of  the  Retirement  System;  directs  and 
participates  in  the  formulation  and  submission  of  the  Retirement  System  budget  and 
is  responsible  for  purchasing,  personnel  and  related  activities;  enforces  adherence 
to  Retirement  Board  policies  and  procedures  and  performs  related  duties. as  required. 

DISTINGUISHING  FEATURES: 

'/ 

This  single  position  classification  is  characterized  by  its  responsibility  for 
the  administration  of  membership  and  fiscal  services  of  a  large  and  complex  employees 
retirement  system  and  involves  in  addition  to  administrative  responsibilities, 
important  contacts  with  employee  representatives,  attornies  and  others  on  important 
and  complex  questions.   Direction  is  received  from  the  General  Manager  of  the  Retire- 
ment System. 

EXAMPLES  OF  DUTIES: 

1.  Plans  and  directs  all  accounting  and  membership  activities  of  the  Retirement 
System;  reviews  procedures  and  effects  changes  when  appropriate;  evaluates  performance 
of  subordinates;  institutes  appropriate  in-service  training  programs  for  accounting 
and  membership  sections. 

2.  Supervises  or  establishes  and  maintains  all  prescribed  books  of  accounts  and 
prepares  therefrom  all  necessary  operating  and  financial  statements  for  the  depart- 
ment in  accordance  with  requirements  established  by  the  Controller's  office  and 

f  Internal  Revenue  Service. 

3.  Directs  the  establishment  and  maintenance  of  auxiliary  accounting  and/or 
fiscal  records  and  reports  necessary  for  the  proper  recording  and  audit  of  25,000 
Retirement  System  members  contributing  through  payroll  deduction  into  the  Retirement 
System  Fund. 

4.  Directs  the  receipt  and  processing  of  payments  of  all  death  claim  benefits 
for  all  members  of  the  System  and  in  connection  therewith;  makes  contacts  with 
attorneys,  courts  and  other  legal  representatives  relative  to  claims  of  members. 

5.  Supervises  and  directs  the  operation  of  the  City's  Medical  Records  and  • 
Processing  Center  that  processes  all  new  applicants  entering  Civil  Service. 

6.  Supervises  preparation  of  the  annual  budget  for  the  department;  advises  the 
Retirement  System  Board  regarding  the  inclusion  or  exclusion  of  requested  budgetary 
items;  prepares  supplemental  appropriation  requests  as  indicated  by  the  needs  of  the 
service. 

7.  Develops  long-range  records  systems  to  include  the  conversion  of  Retirement 
System  records  to  microfilm  as  well  as  develops  new  concepts  with  respect  to  the  EDP 
adaptations  for  the  maintenance  and  development  of  employee  accounting  records. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:    Requires  completion  of  a  four  year  college  or 
university,  with  a  Baccalaureate  degree,  with  major  course  work  in  Business  Administra- 
tion, Public  Administration  or  a  closely  related  field  and  including  significant 
course  work  "in  accounting. 

k  Requires  8  years  of  progressively  responsible  financial  record  keeping  experience 

which  must  have  included  a  minimum  of  4  years  of  supervisory  or  management  experience 
involving  the  maintenance  of  financial  or  record  keeping  activities  within  the 
Employees  Retirement  System  or  an  equivalent  combination  of  training  and  experience. 
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CLASS  TITLE:   ADMINISTRATOR,  RETIREMENT  SERVICES  CODE:    1114 

MINIMUM  QUALIFICATIONS:   (continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge  of: 
the  theories ,  techniques ,  methods  and  equipment  usage  in  modern  office  administration 
and  fiscal  management,  including  municipal  accounting,  budget  preparation,  analysis 
control,  and  personnel  administration;  ordinances  and  charter  provisions  pertaining 
to  the  operations  of  the  Retirement  System  departmental  organization  and  operation  of 
the  City,  and  particularly  of  the  Retirement  System. 

Requires  ability  to:   analyze,  control  and  direct  the  management  of  financial 
and  budgetary  operations;  establish  and  maintain  effective  working  relationships  with 
officers  and  personnel  of  the  Retirement  System  and  other  City  departments,  and  with 
the  employee  members  of  the  system;  write  and  speak  effectively. 

PROMOTIVE  LINES:   To  be  determined 
ADOPTED:   2/22/77 


• 


SAN   FRANCISCO    CIVIL   SERVICE   COMMISSION 
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CLASS  TITLE:   CHIEF  INVESTMENT  OFFICER  CODE:   1115 

CHARACTERISTICS  OF  THE  CLASS:  W&§£Wfi8& 

Under  general  administrative  direction,  plans,  develops  and  recommends  to  the  Re- 
tirement Board  a  comprehensive,  continuing  policy  of  investment;  directs  the  management 
of  large  portfolios  of  common  stocks,  bonds  and  mortgages;  directs  and  participates  in 
stock  market  research,  security  analysis  and  studies  of  financial  trends;  directs  the 
activities  of  the  Investments  Division;  maintains  liaison  with  outside  investment  ad- 
visors retained  on  a  consulting  basis;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  classification  exercises  primary  responsibility  for  the  man- 
agement of  Retirement  System  funds  invested  in  stocks,  bonds  and  mortgages,.   Direction 
is  received  from  the  Employees  Retirement  Board  and  from  the  General  Manager  of  the 
Retirement  System. 

EXAMPLES  OF  DUTIES: 

la   Directs  the  activities  of  the  Investment  Division;  administers,  plans  and  co- 
ordinates the   activities  of  a  staff  engaged  in  the  purchase,  sale  and  transfer  of 
securities;  directs  the  analysis,  research  and  investigation  connected  with  a  variety 
of  financial  transactions. 

2.  Maintains  close  liaison  with  outside  investment  advisors  with  respect  to  the 
Retirement  System  investment  program;  consults  with  Investment  counselors  with  respect 
to  the  purchase,  sale  or  transfer  of  common  stocks,  bonds  or  other  securities;   studies 
and  makes  recommendations  to  the  Retirement  Board  on  advice  received  from  outside  con- 
sultants; studies  and  analyzes  financial  trends. 

3.  Develops  and  executes  a  continuous  plan  of  investment  practice  for  the  Retire- 
ment System;  on  the  basis  of  financial  analysis  and  review,  recommends  to  the  Retire- 
ment Board  on  investment  policies  designed  to  provide  maximum  return  to  the  Retirement 
System, 

4.  Through  subordinates,  directs  a  variety  of  financial  transactions,  including 
the  purchase  and  sale  of  common  stocks,  mortgages  and  bonds;  advises  staff  regarding 
negotiating  techniques  in  order  to  protect  the  interest  of  the  Retirement  System;  di- 
rects the  preparation  of  a  variety  of  records  of  financial  transactions  and  submits 
reports  on  Investment  Division  activities  to  the  Retirement  Board. 

5.  Directs  the  analysis  of  mortgage  investment  procedures;  conducts  studies  of 
real  property  values,  financial  arrangements  and  handling  of  defaults  connected  with 
mortgage  investments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college  or  univer- 
sity with  a  baccalaureate  degree,  with  major  course  work  in  economics,  banking  and/or 
finance. 

Requires  at  least  eight  years  of  extensive  investment  administrative  experience, 
including  at  least  three  years  in:   1)  A  large  retirement  system  performing  duties 
which  involved  investment  policy  recommendation^  or  management  of  investment  funds;  or, 
2)  A  large  investment  organization  performing  duties  which  included  responsibility  for 
directing  the  investment  in  bonds,  common  stocks,  mortgages  and  other  securities;  and 
performing  duties  which  involved  investment  policy  recommendations  or  management  of 
investment  funds;  or  an  equivalent  combination  of  training  and  experience. 

Membership  in  Chartered  Financial  Analysts  is  desirable. 


CLASS  TITLE:   CHIEF  INVESTMENT  OFFICER  CODE:   1115 

MINIMUM  QUALIFICATIONS  (contd) 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of  diversified 
securities  and  available  markets;  source  of  data  for  analyzing  securities  and  market 
trends;  methods  employed  in  purchase,  sale  or  transfer  of  securities;  investment  man- 
agement procedures;  statistical  techniques  applied  to  financial  data  in  evaluating 
securities;  laws  governing  the  sale  and  purchase  of  securities. 

Requires  considerable  ability  to:   Analyze  and  interpret  financial  statements; 
evaluate  securities;  negotiate  purchase  and  sale  of  securities;  communicate  effectively 
orally  and  in  writing;  prepare  reports;  deal  effectively  with  and  direct  the  work  of 
others. 


(NEW  CLASS) 
Adopted:   8/18/75 

(Retitles  and  amends  class  1114  Chief  of  Investments) 


CLASS  TITLE:   COMMERCIAL  DIVISION  ASSISTANT  MANAGER        CODE:   1116 
CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  overall  administration 
of  the  commercial  division  of  the  water  department;  supervises  and  coor- 
dinates work  activities  in  the  various  subdivisions;  and  performs 
related  duties  as  required. 

Requires  considerable  responsibility"  for:  carrying  out,  in- 
terpreting, coordinating,  and  enforcing  existing  policies,  rules,  regu- 
lations, methods  and  procedures  affecting  all  units  of  the  division; 
achieving  considerable  economies  and/or  preventing  considerable  losses 
through  the  efficient  management  and  exercise  of  effective  budgetary 
control  and  related  accounting  of  water  revenues;  making  regular  contacts 
with  subordinate  supervisory  employees,  consumers  and  consumer  representa- 
tives, involving  discussion,  explanation  and  interpretation  of  department 
policies,  rules  and  regulations;  preparation,  review,  approval  and 
maintenance  of  operational,  financial,  technical  and  specialized  records 
and  reports.  Nature  of  duties  involves  normal  physical  effort  and  manual 
dexterity  with  little  or  no  exposure  to  health  or  accident  hazards  cr 
disagreeable  elements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  overall  organization  and  supervision  of  the 
personnel  and  activities  of  the  division  units;  coordinates  the  work 

of  the  various  subdivisions,  including  general  office,  claims,  services 
and  supplies,  customer  accounts,  docks  and  shipping,  collections,  and 
all  matters  involving  water  services  and  contracts  with  consumers. 

2.  Receives  and  analyzes  division  and  departmental  reports;  directs 
the  preparation  of  monthly  and  annual  reports;  also,  special  reports 

and  information,  as  requested  or  deemed  necessary  by  management. 

3.  Confers  with  other  departments,  utilities,  consumers  and 
others;  furnishes  information  concerning  division  or  departmental  policies 
and  activities;  obtains  information  which  might  be  helpful  in  developing 
and  improving  established  division  policies  and  practices. 

h.     Assists  in  the  consolidation  of  annual  budgetary  requirements 
of  the  various  subdivisions;  prepares  information  and  supporting  data 
as  necessary  for  presentation  to  management;  subsequently  assists  in 
control  of  expenditures  within  limits  of  authorized  appropriations. 

5.  Confers  with  various  subordinate  supervisors  regarding 
improvements  in  operations  and  consumer  services;  reviews  existing 
methods  and  procedures;  develops  changes  and  betterments  to  improve 
existing  methods  and  public  relations;  recommends  changes,  improve- 
ments or  revisions  of  department's  rules  and  regulations;  assembles 
data  for  possible  revisions  of  the  water  rate  structure  and 
schedules,  including  analyses  of  the  effects  of  proposed  changes  on 
service  charges  and  revenues. 


CLASS  TITLE;   COMMERCIAL  DIVISION  ASSISTANT  MANAGER        CODE:   1116 

(continued) 

MINIMUM  QUALIFICATIONS i 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  two  years  of  training  at  college  or  university 
level,  including  major  course  work  in  public  or  business  administra- 
tion or  accounting. 

Requires  at  least  eight  years  of  experience  in  progressively 
responsible  field,  inspectional,  clerical  and  accounting  duties  in 
a  large  water  utility  organization,  of  which  at  least  two  years  shall 
have  been  in  an  important  subordinate  supervisory  capacity,  preferably 
in  the  commercial  aspects  of  water  works  operations;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  good  working  knowledge 
of  the  organization  and  operation  of  the  water  department  commercial 
division  including  established  rules,  regulations  and  procedures. 

Requires  sufficient  skill,  initiative  and  reliability  to  assist 
in  assuming  responsibility  for  the  organization,  administration  and 
supervision  of  a  large  and  important  division  of  the  water  department, 
dealing  specifically  with  consumer  services  and  related  matters. 

Requires  demonstrated  supervisory  aptitude  and  the  ability  to 
deal  amiably  with  consumers,  consumer  representatives  and  others  in 
order  to  develop  and  maintain  good  consumer  and  public  relations. 

PROMOTIVE  LINES: 

To:  Commercial  Division  Manager 

From:  Consumer  Accounts  Supervisor 

Collections  Supervisor,  Water  Department 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE;   COMMERCIAL  DIVISION  MANAGER  CODE:   1118 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  exercises  responsible  charge  for 
the  proper  administration  of  the  commercial  division  of  the  water  department; 
coordinates  the  work  of  the  various  subdivisions;  and  performs  related  duties 
as  required, 

Requires  major  responsibility  for:   formulating,  coordinating  and 
executing  policies,  rules,  regulations,  methods  and  procedures  affecting 
all  units  of  the  division;  achieving  widespread  economies  and/or  preventing 
widespread  losses  through  efficient  management  and  exercise  of  effective 
budgetary  control  and  accounting  for  water  revenues;  making  continuing 
contacts  with  subordinate  administrative  and  supervisory  employees,  con- 
sumers, consumer  representatives  and  various  civic  organizations  and  groups, 
involving  discussion,  explanation  and  interpretation  of  department  policies, 
rules  and  regulation;  directing  the  preparation  and  reviewing  and  approving 
the  maintenance  of  extensive  operational,  financial,  technical  and  specialized 
records  and  reports  affecting  all  aspects  of  division  activities „ 

EXAMPLES  OF  DUTIES: 

1.  Through  subordinate  administrative  and  supervisory  personnel, 
administers  the  personnel  and  activities  of  all  division  units; 
coordinates  the  work  of  the  various  subdivisions,  including  consumer 
accounts,  collections,  services  and  qupplies,  claims,  docks  and  shipping, 
customer  relation,  general  office  and  building  maintenance „ 

20  Exercises  responsibility  for  all  matters  pertaining  to  water 
services  and  oontracts  with  consumers,  including  the  development  and 
maintenance  of  good  consumer  and  public  relations „ 

3°  Exercises  responsibility  for  the  preparation  of  annual  budget 
estimates  and  the  control  of  subsequent  expenditures  for  personal  and 
non-personal  services  within  limitations  of  approved  budgetary 
appropriations „ 

Uo  Confers  with  superior  regarding  possible  improvements  in  the 
various  operations  of  the  division;  recommends  changes  which  may  affect 
department  policies;  makes  special  reports  on  water  rates,  revenues, 
modifications  of  rules  and  regulations  and  other  matters  and  problems, 
as  may  be  required  or  as  directed. 

3>o  Meets  and  confers  with  subordinate  supervisory  personnel; 
gives  consultation  aid  advice  in  connection  with  matters  affecting 
policies  or  which  may  be  referred  by  individual  supervisors;  confers 
with  other  department  heads  concerning  matters  affecting  water  depart- 
ment policies,  procedures  and  regulations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  two  years  of  training  at  college  or  university 
level,  including  major  course  work  in  public  or  business  administration 
or  ac counting , 


CLASS  TITLE:  COMMERCIAL  DIVISION  MANAGER  (continued)  CODE:   1118 

Requires  at  least  ten  years  of  experience  in  progressively 
responsible  field,  inspectional,  clerical,  and  accounting  duties  in  a 
large  water  utility  organization,  of  which  at  least  three  years  shall 
have  been  in  an  important  subordinate  supervisory  capacity,  preferably 
in  the  commercial  aspects  of  water  works  operations;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  working 
knowledge  of:   the  organization  and  operation  of  the  water  department 
commercial  division,  including  established  rules,  regulations  and  pro- 
cedures. 

Requires  sufficient  skill,  initiative,  and  reliability  to  assume 
full  responsibility  for  the  organization,  administration  and  supervision 
of  a  large  and  important  division  of  the  water  department  dealing 
specifically  with  consumer  services  and  all  related  matters. 

Requires  demonstrated  administrative  and  supervisory  aptitude 
and  ability  to  deal  amiably  with  consumers,  consumer  representatives 
and  others  in  order  to  develop  and  maintain  good  consumer  and  public 
relations. 

PROMOTIVE  LINES: 

Po:  Water  Department  Assistant  General  Manager  andAssistant  Chief 

Engineer 
From:  Commercial  Division  Assistant  Manager 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  ANIMAL  CARE  AND  CONTROL  CODE:   1120 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  general  administrative  direction,  is  responsible  for  the 
administration  and  direction  of  the  Department  of  Animal  Care  and  Control;  has 
responsibility  for  the  conduct,  management  and  control  of  field  patrol 
services,  shelter  operations  and  medical,  health  care  and  euthanasia  services; 
develops  policies  and  procedures  for  enforcement  of  and  compliance  with  State 
laws  and  local  ordinances  relating  to  animal  control;  and  performs  related 
duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  class  functions  as  the  department  head  in  charge  of 
the  Department  of  Animal  Care  and  Control  and  defines  departmental  policies, 
procedures  and  operations.   It  is  distinguished  from  Deputy  Director  of  Animal 
Care  and  Control  in  that  the  latter  has  primary  responsibility  for  supervising 
the  daily  operations  of  the  department  and  for  assisting  the  Director  in 
administration  of  departmental  functions. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Directs  and  monitors  the  operations  of  the  various  sections  of  the 
department:  routine  and  emergency  field  services,  animal  shelter  operations, 
medical  health  care  activities,  euthanasia  services,  shelter  office  services, 
volunteer  services  and  administrative  support  services. 

2.  Exercises  responsibility  for  the  enforcement  of  and  compliance  with 
city  and  state  laws  governing  the  vaccinating,  licensing,  control, 
impoundment,  quarantine,  care,  adoption,  redemption  and  euthanasia  of  animals; 
assures  the  proper  and  humane  handling  of  animals. 

3.  Establishes  and  administers  departmental  program  policies  and 
procedures;  recommends  and  implements  regulations  and  fees;  directs  staff  in 
explaining  and  interpeting  rules  and  regulations  to  the  public;  tactfully  and 
effectively  resolves  problem  situations  not  settled  by  subordinate  staff. 

4.  Prepares  and  submits  the  departmental  budget  and  supervises  the  review 
of  expenditures,  revenues,  and  maintenance  of  budgetary  controls. 

5.  Appears  before  the  Board  of  Supervisors,  Animal  Control  and  Welfare 
Commission,  public  agencies,  and  civic  organizations  to  discuss  animal  care 
and  control;  promotes  community  and  public  relations. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if icat ions. . .and  other 
particulars. . .App I i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  whicy  they  apply."  (CSC  Rule  9) 

Know I  edge ,  Ab  i I i  t  i  es  and  Sk  ills:  Knowledge  of:  the  principles, 
practices,  techniques,  equipment  and  facilities  of  animal  care  and  control 
administration;  the  provisions  of  criminal  law  and  other  pertinent  statutes 
which  relate  to  search  and  seizure,  arrest  and  custody,  gathering  and 
presentation  of  evidence,  and  administrative  laws  applying  to  animal 
regulation;  court  decisions  affecting  animal  control. 


CLASS  TITLE:   DIRECTOR  OF  ANIMAL  CARE  AND  CONTROL  CODE:   1120 

QUALIFICATIONS:   (Cont.) 

Considerable  ability  to:  direct  a  staff  in  the  provision  of  animal  care 
and  control  services;  interpret  legal  and  administrative  directives  and  adopt 
policies  and  procedures  conforming  with  such  directives;  effectively  interpet 
and  explain  laws,  policies  and  procedures  to  staff,  civic  officials,  and  the 
public;  establish  and  maintain  harmonious  and  effective  relationships  with 
staff,  City  and  other  officials,  representatives  of  governmental  and 
professional  organizations  and  the  public;  address  animal  care  and  control 
issues  before  public  agencies  and  civic  groups;  compose  effective 
correspondence  and  reports. 

License:  Requires  a  valid  California  Driver's  License. 

ADOPTED:  5-15-89 

#4058c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DEPUTY  DIRECTOR  OF  ANIMAL  CARE  CODE:   1121 

AND  CONTROL 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  administration  of  all  the 
activities  and  duties  of  the  Department  of  Animal  Care  and  Control;  acts  for 
the  Director  of  Animal  Care  and  Control  in  case  of  absence;  and  performs 
related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single-position  class  has  line  responsibility  for  managing,  through 
subordinate  supervisors,  the  daily  operations  of  the  Department  of  Animal  Care 
and  Control  including  animal  control  field  services,  animal  care  services, 
shelter  office  services  and  volunteers.   It  reports  directly  to  the  Director 
of  Animal  Care  and  Control  which  has  overall  responsibility  for  defining  and 
developing  departmental  policies,  procedures  and  operations. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Supervises  and  coordinates  the  work  of  the  various  sections  of  the 
department:  field  services,  animal  shelter  care  activities,  shelter  office 
services  and  volunteer  services;  insures  appropriate  deployment  and 
utilization  of  personnel  and  resources,  including  coverage  necessary  to 
respond  to  emergencies  throughout  the  city  24  hours  a  day. 

2.  Supervises  the  enforcement  of  and  compliance  with  city  and  state  laws 
governing  the  vaccinating,  licensing,  control,  impoundment,  quarantine,  care, 
adoption,  redemption  and  euthanasia  of  animals;  assures  the  proper  and  humane 
handling  of  animals  by  staff  at  all  times. 

3.  Supervises  subordinate  staff  providing  information,  and  assures  that 
requests  for  routine  and  emergency  services  are  rapidly  and  effectively 
responded  to;  supervises  staff  assisting  the  public  to  surrender,  adopt  and 
redeem  pet  animals  according  to  city  and  state  laws  and  established 
departmental  procedures,  and  assures  that  those  laws  and  procedures  are 
clearly  explained. 

4.  Supervises  the  ongoing  cleaning  and  disinfecting  of  all  equipment  and 
areas  of  the  facility  where  animals  are  housed;  assures  that  food  and  water 
are  furnished  and  proper  care  provided  for  all  shelter  animals. 

5.  Assures  that  all  animals,  including  those  that  may  be  isolated  or 
quarantined,  are  visually  monitored  for  signs  of  illness  or  unusual  behavior; 
assures  that  problems  are  reported  and  appropriate  action  taken  by  the  staff 
and  the  Shelter  Veterinarian. 

6.  Provides  ongoing  supervision  and  final  approval  of  the  selection  of 
animals  to  be  made  available  for  adoption  and  those  that  must  be  euthanized. 

7.  Tactfully  and  effectively  resolves  problem  situations  not  settled  by 
subordinate  staff,  including  personnel  matters  and  disputes  which  may  involve 
hostile,  irate  or  distressed  members  of  the  general  public. 

8.  Assists  in  the  preparation  of  the  budget;  directs  the  preparation  of 
activity  records  and  reports,  assuring  their  accuracy  and  clarity. 

9.  Promotes  community  and  public  relations;  makes  presentations  to 
community  groups  regarding  animal  care  and  control  issues. 


CLASS  TITLE:   DEPUTY  DIRECTOR  OF  ANIMAL  CARE  CODE:   1121 

AND  CONTROL 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qua  I  if icat ions. . .and  other 
particulars. . .App I i cants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Know  I  edge ,  Ab  i I i  t  i  es  and  Sk  i 1 1 s :  Knowledge  of:  the  techniques  of  humane 
handling  of  animals  and  the  occupational  hazards  and  safety  precautions  of 
working  with  animals;  the  characteristics  of  various  breeds,  and  the  symptoms 
of  diseases  common  to  domestic  animals;  the  principles,  practices,  techniques, 
equipment  and  facilities  of  animal  care  and  control  management;  the  provisions 
of  law  relating  to  search  and  seizure,  arrest  and  custody,  gathering  and 
presentation  of  evidence,  and  the  care,  control  and  euthanasia  of  domestic 
pets  and  wi Id  I ife. 

Ability  to:  plan,  organize,  and  direct  the  work  of  subordinates  in  the 
performance  of  animal  care  and  control  activities;  establish  priorities  and 
deadlines;  assist  in  developing  departmental  procedures;  establish  and 
maintain  harmonious  and  effective  relationships  with  co-workers,  volunteers, 
the  public,  and  animal -related  organizations;  promote  community  and  public 
relations;  work  efficiently  under  pressure,  make  rapid  decisions  based  on 
interpretation  of  rules  and  policies  and  relay  clear  and  appropriate 
instructions  in  emergency  situations;  deal  effectively  in  a  tactful,  firm  and 
courteous  manner  with  hostile,  irate  or  distressed  individuals;  address  animal 
care  and  control  issues  before  public  agencies  and  civic  groups;  communicate 
effectively  orally  and  in  writing. 

License:  Requires  a  valid  California  Driver's  License. 

ADOPTED:   5-15-89 
#4059c 


• 


CLASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATOR  CODE:   1121; 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  in  the  investigation  and  preserva- 
tion of  the  assets  of  estates  under  the  jurisdiction  of  the  public 
administrator;  and  performs  related  duties  as  required. 

Requires  responsibility  for-   carrying  out,  explaining  and  enforcing 
policy  and  methods  of  the  public  administrator's  office;  achieving 
moderate  economies  and  preventing  moderate  losses  by  taking  proper 
custody  of  property  of  the  decedent  and  making  comprehensive  searches 
for  property;  making  difficult  personal  contacts  with  friends  and 
relatives  of  the  deceased,  business  and  professional  people,  government 
officials  and  the  general  public;  preparing  important  legal  and  financial 
records  concerning  the  collection  and  disposition  of  property,  including 
large  sums  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs  and  reviews  the  work  of  subordinates; 
confers  with  the  public  administrator  as  necessary  regarding  policy 
matters  and  relieves  him  of  details  of  procedure  and  determinations  of 
probate  code,  welfare  and  institution  code,  and  other  applicable  codes. 

2.  Makes  reports  on  investigations,  collection  of  assets,  and 
general  details  of  administration  of  guardianships  and  estates;  collects, 
for  safekeeping,  the  personal  property  and  personal  effects  of  all  wards 
under  the  jurisdiction  of  the  public  administrator. 

3.  Supervises  and  participates  in  the  investigation  and  adminis- 
tration of  the  estates  of  deceased  persons;  determines  the  jurisdiction 
and  legal  standing  of  the  public  administrator,  determines  his  rights 
when  wills  or  other  legal  documents  are  involved, 

U.  Makes  inquiry  by  telephone,  personal  interview,  and  corres- 
pondence of  banks,  employees,  unions,  lodges,  insurance  companies, 
landlords,  neighbors,  relatives  and  friends  in  seeking  assets,  names  of 
next  of  kin  and  information  concerning  a  last  will  and  testament. 

5.  Searches  the  dwelling,  place  of  business  and  safe  deposit  box 
of  decedents  for  evidence  of  a  will  or  burial  instructions,  names  and 
addresses  of  next  of  kin  and  to  ascertain  the  nature  and  value  of 
estate  property;  confers  with  the  legal  department  and  accounting 
department  concerning  rental  and  other  income,  acceptance  or  rejection 
of  claims  against  estates,  validity  of  various  documents  and  drawing 
of  petitions  and  orders. 

6.  Contracts  for  the  funeral  and  burial  of  decedents, making 
arrangements  with  local  and  out-of-state  morticians  and  cemeteries  for 
the  purchase  of  grave  or  cremation  as  necessary. 

7.  Assumes  duties  and  responsibilities  of  the  public  administrator 
during  his  absences,  as  officially  delegated. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  administration,  business  administration,  law,  economics 
or  accounting. 

Requires  at  least  two  years  of  experience  as  an  estate  investigator; 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATE  CODE:   1121; 

(continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  general  knowledge  of: 
legal  documents,  titles  to  property,  both  real  and  personal;  office  and 
court  procedures;  processes  involved  in  the  administration  of  estates, 
including  real  estate  practices,  banking  and  other  financial  procedures. 

Requires  considerable  ability  to:   deal  courteously  and  effectively 
with  others  in  handling  of  difficult  personal  situations;  perform  in- 
vestigations; administer  the  estates  of  deceased  persons;  prepare 
related  reports. 

PROMOTIVE  LINES: 

To:  Public  Administrator 

From:  Estate  Investigator 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIVISION  MANAGER,  REGISTRAR  OF  VOTERS  CODE:   1125 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  administers,  plans,  organizes,  assigns,  evaluates 
and  supervises  the  activities  of  one  of  the  divisions  of  the  Registrar  of 
Voters;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  In  this  classification  report  directly  to  the  Registrar  of 
Voters  and  manage  one  of  the  department's  divisions:  voter  roll,  absentee 
voting  and  signature  checking;  precinct  operations;  voter  and  campaign 
services;  or  administrative  services.  Incumbents  in  this  class  plan  and 
organize  for  each  election  which  Includes  the  staffing  and  training  of  a  very 
large  temporary  work  force. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Plans,  monitors,  evaluates,  and  supervises  the  operation  of  a  division 
of  the  Registrar  of  Voters  for  each  election  as  well  as  for  year-round  work; 
makes  arrangements  for  the  staffing  and  training  of  necessary  personnel  and 
acquires  necessary  supplies  and  equipment  required  to  accomplish  a  division's 
work  for  an  election. 

2.  Develops,  implements  and  maintains  procedures,  administrative 
monitoring  practices  and  controls  In  order  to  obtain  smooth  and  effective 
operation  of  a  division;  coordinates  work  activities  of  one  division  with 
other  divisions  within  the  department  to  prevent  delays  in  required  actions  or 
to  Improve  services  to  the  public. 

3.  Supervises  voter  and  campaign  services  including  voter  outreach, 
information  to  candidates  and  campaigns  regarding  election  procedures  and 
filing  requirements,  and  phone  bank  and  counter  operation. 

4.  Supervises  voter  roll  and  absentee  voting  including  maintenance  of  the 
voter  roll,  checking  signatures  on  petitions,  and  processing  absentee  ballot 
requests  and  returns. 

5.  Supervises  precinct  services  Including  determination  of  precinct 
lines,  consolidation  of  precincts  as  appropriate  for  each  election,  location 
of  polling  places,  the  recruitment,  hiring,  training  and  assignment  of  poll 
workers,  and  the  storage  and  distribution  of  election  furniture,  equipment  and 
supplies  to  polling  places. 

6.  Supervises  the  preparation,  production  and  distribution  of  the  ballot, 
sample  ballot  and  voter  information  pamphlet. 

7.  Performs  administrative  functions  for  the  department  including 
preparing  and  monitoring  the  budget,  personnel  administration,  purchasing, 
contract  compliance  and  Inventory  control. 

8.  Reviews  proposed  legislation  to  determine  its  Impact  on  the  division's 
operations  and  procedures  and  implements  changes  as  required. 

9.  Makes  presentation  before  legislative  bodies,  community  organizations, 
the  judicial  courts,  and  other  groups. 


CLASS  TITLE:   DIVISION  MANAGER,  REGISTRAR  OF  VOTERS  CODE:   1125 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual ifications. . .and  other 
particulars...  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge,  Abilities  and  Skills:  Knowledge  of:  the  principles  and 
techniques  of  office  management. 

Ability  to:  plan,  organize,  train  and  direct  a  flexible  work  force 
varying  from  a  few  permanent  employees  to  thousands  of  temporary  workers  who 
will  work  one  day  to  several  months;  coordinate,  compile  and  analyze  data  as  a 
basis  for  making  sound  evaluations;  write  clear  and  concise  reports;  deal 
courteously  and  effectively  with  other  staff,  vendors,  and  the  public; 
interpret  and  explain  laws  and  policies  as  they  relate  to  the  functions  of  the 
department;  work  under  great  stress  and  meet  tight  deadlines;  make 
presentations  before  community  and  campaign  organizations,  legislative  bodies, 
judicial  courts  and  other  entitles  on  behalf  of  the  department. 

ADOPTED:   8-7-89 

#4088c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PUBLIC  ADMINISTRATOR  CODE:   1126 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans,  organizes  and  directs 
the  administration  of  estates  under  the  jurisdiction  of  the  office  of  the 
public  administrator;  makes  investigations  and  conducts  the  business 
affairs  of  such  estates  as  prescribed  by  law;  accounts  for  all  funds 
received  and  disbursed;  acts  as  ex-officio  public  guardian;  and  performs 
related  duties  as  required. 

Requires  major  responsibility  for:  originating,  coordinating  and 
executing  policy  and  methods  of  the  office  of  the  public  administrator; 
achieving  considerable  economies  and  preventing  moderate  losses  by 
taking  proper  custody  of  property  of  the  decedent  and  making  comprehen- 
sive searches  for  property;  making  difficult  personal  contacts  with 
friends  and  relatives  of  the  deceased,  business  and  professional  people, 
government  officials  and  the  general  public;  preparing  important  legal 
and  financial  records  concerning  the  acquisition  and  disposition  of 
property,  including  large  sums  of  money. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  operation  of  the  public  administrator's  office; 
bears  sole  signing  authority  for  all  legal  transactions  conducted  and 
all  administrative  reports  submitted. 

2.  Takes  immediate  charge  of  the  property  of  deceased  persons 
when  no  executor  or  administrator  has  been  appointed,  or  when  it  is 
otherwise  indicated  that  the  office  will  have  jurisdiction  over  a  case; 
makes  decisions  regarding  acceptance  of  the  administration  of  such 
estates. 

3.  Supervises  and  conducts  examinations  of  the  assets  of  estates 
accepted;  supervises  and  searches  premises,  safe  deposit  boxes  and 
inventories  and  makes  estimates  of  value  of  assets. 

U.  Manages  all  real  property  of  estates;  enters  into  contracts 
for  operation  and  rental  of  business  property;  liquidates  assets;  pre- 
pares notices  of  sales  and  notices  to  creditors  for  publication. 

5.  Confers  with  attorneys  concerning  legal  aspects  of  various 
phases  of  estate  administration;  testifies  in  superior  court  on  all 
estates  administered. 

6.  Answers  questions  of  interested  parties  and  the  general  public 
concerning  estate  administration;  corresponds  with  heirs,  appraisers, 
creditors  and  title  companies;  examines  proofs  of  claimants  to  estates; 
settles  all  claims  and  bills  filed  against  estates. 

7.  Signs  all  warrants  for  disbursements  from  estates;  approves 
monthly  reports  to  auditor;  prepares  and  submits  annual  budgets. 

8.  Supervises  the  preparation  of  the  public  administrator's 
annual  budget  and  supplemental  requests;  approves  requisitions,  payrolls 
and  various  necessary  reports. 

9.  Attends  various  meetings  and  conferences  and  coordinates 
activities  with  other  departments. 


CLASS  TITLE:  PUBLIC  ADMINISTRATOR  (continued)  CODE:   1126 

MINIMUM  QUALIFICATIONS! 

Training  and  Experience:  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  administration,  business  administration,  law,  economics  or  account- 
ing. 

Requires  at  least  two  years  of  experience  as  an  assistant  public 
administrator,  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge 
of:   legal  documents,  titles  to  property,  both  real  and  personal;  office 
and  court  procedures;  processes  involved  in  the  administration  of 
estates,  including  real  estate  practices,  banking  and  other  financial 
procedures. 

Requires  considerable  ability  to:  deal  courteously  and  effectively 
with  others  in  handling  difficult  personal  situations;  perform  investi- 
gations; administer  the  estates  of  deceased  persons,  and  prepare  related 
reports. 

PROMOTIVE  LIMES: 

To:  Ho  normal  lines  of  promotion 

From:  Assistant  Public  Administrator 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  PUBLIC  L IBRARV 

JOB  CODE  TITLE:  DIRECTOR  OF  ELECTIONS  JOB  CODE:  1128 

Business  Unit:  COMMN 

Definition:  Under  general  administrative  review  of  the  City  Administrator,  the  Director  of  Elections  is  responsible  for 
the  operation,  administration  and  direction  of  the  Department  of  Elections,  with  exclusive  charge  of  the  conduct, 
management  and  control  of  the  registration  of  voters,  the  holding  of  elections  and  all  matters  pertaining  to  elections  in 
the  city  and  county  of  San  Francisco.  The  essential  functions  of  this  job  include:  directing,  managing  and 
administering  the  operations  and  activities  of  the  department  in  conformance  with  election  laws  and  regulations; 
supervising  staff;  directing  and  organizing  the  holding  of  elections;  developing  and  maintaining  City  and  County 
precinct  boundaries  and  maps;  arranging  for  the  preparation  and  publication  of  official  election  information;  directing 
the  preparation,  translation,  printing  and  distribution  of  sample  ballots,  official  ballots  and  election  information; 
directing  the  preparation  and  distribution  of  voter  registration  lists,  official  statement  of  votes,  statistical  listings  and 
other  data  as  requested;  overseeing  the  maintenance  and  updating  of  computer  system  operations;  keeping  informed  of 
applicable  computer  technologies;  testifying  before  committees;  consulting  with  the  City  Attorney,  Secretary  of  State 
and  Attorney  General;  attending  meetings;  providing  information  both  verbally  and  in  writing  to  voters,  candidates, 
public  officials  and  the  press;  and  preparing  and  justifying  department's  budget  requests. 

Distinguishing  Features:  This  single-position,  Director  of  Elections,  functions  as  the  department  head  in  managing  the 
Department  of  Elections  and  in  defining  departmental  policies,  procedures  and  operations.  It  is  distinguished  from  the 
Division  Managers  of  the  Department  of  Elections  (Job  Code  1 125)  in  that  the  latter  has  primary  responsibility  for 
assisting  the  Director  in  the  administration  and  supervision  of  different  departmental  functions. 

Supervision  Exercised:  The  Director  of  Elections  directly  supervises  division  managers,  and  through  subordinate 
personnel,  manages  the  activities  of  the  Department  of  Elections. 

Example  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Directs  and  administers  the  operations  of  the  department  in  conformance  with  City  Charter,  Administrative  Code, 
Federal  Voting  Rights  Act  and  other  relevant  federal,  state,  city  and  county  election  laws  and  regulations 
governing  voter  registration,  primary,  special  and  general  elections,  referenda,  initiative,  recall,  and  campaign 
disclosure  to  ensure  voting  rights  are  protected  and  elections  operate  within  legal  and  operational  standards. 

2.  Directs  and  manages  through  staff  and  contractors  the  operations  and  activities  of  the  department  of  elections; 
including  publications,  candidates  and  campaign  services,  voters  services,  precinct  services  and  administrative  and 
computer  services  to  ensure  the  smooth  and  efficient  conduct  of  elections. 

3.  Supervises  staff  by  directing  the  planning,  assigning  and  evaluation  of  work  performed  by  permanent,  seasonal 
and  volunteer  staff  engaged  in  election  activities. 

4.  Directs  and  organizes  through  subordinate  personnel  the  holding  of  elections  by  coordinating  the  renting  of  polling 
places;  distributing  voting  supplies  and  equipment;  and  recruiting,  training,  giving  assignments  to  thousands  of 
seasonal  precinct  workers  to  facilitate  the  proper  and  fair  exercise  of  the  public's  voting  rights. 

5.  Develops  and  maintains  City  and  County  precinct  boundaries  and  maps  respecting  city,  county,  district  and 
legislative  boundaries. 

6.  Arranges  for  the  preparation  and  publication  of  official  election  information  in  newspapers  of  general  circulation 
as  required  by  law. 


JOB  CODE  TITLE:  DIRECTOR  OF  ELECTIONS  JOB  CODE:   1128 

Business  Unit:  COMMN 

7.  Directs  the  preparation,  translation,  printing  and  distribution  of  sample,  official  ballots  and  election  information      1 
including  voter  information  pamphlets. 

8.  Directs  the  preparation  and  distribution  of  voter  registration  lists,  official  statement  of  votes,  statistical  listings  and 
other  data  as  requested. 

9.  Oversees  the  maintenance  and  updating  of  computer  system  operations  by  supervising  staff  and  administering 
contracts  with  data  processing  consultants,  hardware  and  software  providers  to  update  and  maintain 
state-of-the-art  automated  election  administration  and  vote  counting  data  systems  to  maintain  voter  registration 
files,  verify  signatures,  process  requests  for  absentee  ballots,  count  votes  and  prepare  documents  needed  in  the 
election  process. 

10.  Keeps  informed  of  applicable  computer  technologies  for  the  administration  of  election,  and  when  appropriate, 
recommends  the  purchase  or  lease  of  such  programs  or  equipment  to  the  City  Administrator,  Board  of  Supervisors 
and  the  Mayor. 

1 1.  Testifies  before  committees  of  the  U.S.  Congress,  State  Legislature  and  the  Board  of  Supervisors,  and  appears  in 
judicial  proceedings  as  required. 

12.  Consults  with  the  City  Attorney,  Secretary  of  State  and  Attorney  General  to  seek  legal  advice  in  interpreting  and 
applying  codes,  laws  and  ordinances  related  to  elections. 

13.  Attends  meetings  with  civic  organizations,  Citizen  Advisory  Commission  on  Elections  and  political  organizations 
to  develop  and  improve  administrative  procedures;  and  with  educational  institutions  and  professional  ( 
organizations  to  exchange  information,  and  establish  and  maintain  public  understanding  of  election  processes. 

14.  Provides  information  both  verbally  and  writing  to  voters,  candidates,  public  officials  and  the  press  to  facilitate 
their  participation  in  the  election  process. 

15.  Prepares  and  justifies  department's  budget  requests  to  the  City  Administrator,  the  Mayor  and  the  Board  of 
Supervisors. 

16.  Performs  other  duties  as  required. 

Job  Related  and  Essential  Qualification: 

Knowledge  of:  the  practices  and  procedures  involved  in  the  registration  of  voters,  elections,  referenda,  initiatives, 
recall  and  campaign  disclosure  in  accordance  with  federal,  state,  and  local  election  laws;  and  the  principles  and 
applications  of  automated  data  systems  for  the  management  of  activities  related  to  registration,  vote  count  and  the 
election  process. 

Ability  to:  manage  the  department  by  planing,  directing,  supervising  and  coordinating  the  activities  of  the  department, 
supervise  by  assigning,  directing,  reviewing  and  evaluating  subordinate  staff  engaged  in  various  and  complex 
departmental  operations,  interpret  and  apply  election  laws  and  codes;  prepare  testimonies  and  correspondence,  explain 
ideat,  procedures  and  instructions  both  orally  and  in  writing;  plan  and  organize  the  department  in  order  to  accomplish 
specific  goals,  to  make  proper  assignments  of  personnel  and  appropriate  use  of  resources,  relate  and  work  cllcctivch 
with  the  public,  candidates  and  the  press;  and  the  ability  to  use  personal  computer  in  Ofdet  DO  ■060M  and  manipulate      1 
written  and  electronic  documents  through  the  use  of  word  processing,  spreadsheets,  databases  and  other  programs 


t 


JOB  CODE  TITLE:  DIRECTOR  OF  ELECTIONS  JOB  CODE:  1128 

Business  Unit:  COMMN 

Experience  and  Training  Guidelines: 

Bachelor's  degree  from  an  accredited  college  or  university  in  Public  Administration,  Business,  Sociology,  Economics, 
Political  Science,  or  related  field;  AND 

Four  (4)  years  verifiable  experience  performing  complex  and  diverse  administrative/  managerial  functions,  developing 
and  interpreting  laws,  regulations,  policies  and  procedures  within  a  public  agency;  at  least  two  (2)  years  of  this  experience 
must  be  with  primary  responsibility  of  developing  and  preparing  a  budget  of  $500,000  or  more. 

Substitution:  Additional  qualifying  experience  can  be  substituted  for  up  to  two  (2)  years  of  the  required  education  on  a 
year-for-year  basis  (30  semester  units/45  quarter  units  equals  one  (1)  year  of  experience). 

Adopted:  February  15,  1974 

Amended:  May  20,  1985 

Amended:  March  24,  2000 

Reason  for  Amendment:  to  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the  most 
recent  job  analysis  conducted  for  this  class. 
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CLASS  TITLE:   CHIEF  DEPUTY  REGISTRAR  OF  VOTERS -RECORDER  CODE:   1129 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  administration  of 
all  the  activities  and  duties  of  the  Registrar  of  Voters-Recorder;  acts  for 
the  Registrar  of  Voters-Recorder  in  his  absence;  serves  as  office  manager  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:   Assisting  in  planning,  coordinating  and 
executing  the  policies  and  methods  of  the  Registrar  of  Voters-Recorders  office; 
initiating  and  supervising  all  requisitions  for  personnel,  materials  and  equip- 
ment; making  regular  contacts,  legal  and  other,  with  the  City  Attorney,  candi- 
dates, managers  of  campaigns  for  propositions,  professional  personnel  and  the 
general  public  involving  policies,  rules  and  regulations  of  the  office;  the 
various  laws  governing  the  electoral  process;  rules  and  regulations  governing 
local,  state  and  federal  elections;  state  statues  and  other  laws,  ordinances  and 
regulations  pertaining  to  the  recording,  transmission,  legality  and  copying  of 
documents,  certificates,  papers  and  other  legal  instruments. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  coordinates  the  work  flow  of  the  various  sections  of 
the  Registrar  of  Voters  and  Recorders  office;  recruitment,  registration,  candi- 
dacy filings,  petition  checking;  advises  and  consults  with  section  heads;  super- 
vises and  reviews  all  election  printing,  including  machine  ballot  labels,  sample 
ballots,  tally  books,  rosters  of  voters  and  voters  handbook. 

2.  Supervises  the  preparation  of  copies  of  official  instruments  and  certi- 
ficates and  transmission  of  original  copies  for  those  concerned;  reviews  for 
accuracy,  completion  and  legality  of  all  instruments  in  accordance  with  federal, 
state  and  local  laws  regarding  the  recording  of  instruments;  makes  marginal 
notations  on  the  records  regarding  affixing  of  documentary  stamps  after  record- 
ing of  instruments  and  redemption  from  tax  sales. 

3.  Supervises  and  certifies  the  filing  of  all  declarations  of  candidacy 
for  public  office  and  the  sufficiency,  or  insufficiency  of  all  initiative  meas- 
ures. 

4.  Confers  with  City  Attorney  and  various  state  and  federal  officials  on 
legal  matters  pertaining  to  the  office  of  the  Registrar  of  Voter s-Recorder;  reports  al- 
leged violations  of  federal  law  during  elections;  makes  determinations  as  to 
whether  a  convicted  felon  having  served  prison  and  parole  may  register  to  vote. 

5.  Edits  all  propositions,  arguments,  and  cost  statements,  including  last 
minute  changes  to  be  published  in  the  voters  pamphlet;  supervises  the  translation 
of  ballot  measures  into  foreign  languages. 

6.  Directs  or  participates  in  the  searching  of  records  and  issues  certi- 
ficates of  various  kinds,  under  seal,  certifying  as  to  information  resulting  from 
searches;  assures  that  all  fees  for  recording  instruments,  certified  cop- 
ies of   records,  searches  and  certificates  are  paid;  accepts  subpoenas  duces 
tecum  (bring  records  to  court)  and  sees  that  they  are  promptly  answered;  pre- 
pares and  checks  certificates  of  assignment  of  accounts  receivable  and  notices 

of  inventory  liens  of  special  nature,  in  order  to  avoid  civil  suits. 

7.  Prepares  budget  for  review  of  Registrar  of  Voters-Recorder;  checks 
and  signs  material  received  reports  and  requisitions  for  purchase  orders;  super- 
vises inventory  of  equipment;  supervises  the  preparation  of  office  procedures 
manual,  organization  and  work  flow  charts,  and  performs  related  administrative 
duties. 


CLASS  TITLE:   CHIEF  DEPUTY  REGISTRAR  OF  VOTERS-RECORDER  (cont'd)     CODE:   1129 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
university  with  a  baccalaureate  degree,  with  major  course  work  in  public  ad- 
ministration, business  administration,  law,  or  a  closely  related  field. 

Requires  at  least  eight  years  of  increasingly  responsible  experience  in 
a  governmental  agency  involving  supervision  of  the  processing  of  complex,  di- 
versified, specialized  clerical  or  financial  record  keeping  operation,  pre- 
ferably in  connection  with  the  processing  of  legal  documents;  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  extensive  knowledge  of:  The 
various  laws  governing  the  electoral  process  and  of  the  rules  and  regulations 
governing  elections,  including  the  Elections  Code,  Government  Code,  U.S.  Code, 
decisions  of  Appellate  and  Supreme  Courts;  registration  of  voters  and  conduct- 
ing of  elections;  federal,  state,  local  laws  and  ordinances,  policies  and  pro- 
cedures pertaining  to  the  processing  and  recordation  of  various  types  of  legal 
instruments  and  documents;  the  principles  and  techniques  of  office  management. 

Requires  considerable  ability  and  skill  to:   Plan,  organize  and  direct  the 
work  of  subordinate  personnel;  analyze  departmental  procedures,  methods  and 
forms  and  institute  revisions  as  needed;  interpret  and  explain  laws  and  poli- 
cies as  they  relate  to  the  functions  of  the  office;  establish  and  maintain  ef- 
fective relationships  with  employees,  city  officials,  governmental  agencies, 
various  organizations,  legal  and  professional  personnel  and  the  general  pub- 
lic. 


PROMOTIVE  LINES: 

To   :   1128  Registrar  of  Voters-Recorder 
From:   To  be  determined 
(NEW  CLASS) 
ADOPTED:   7/29/% 
(abolishes  class  1130  Chief  Deputy  Registrar  of  Voters) 
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1130  YOUTH  COMMISSION  ADVISOR.  BOARD  OF  SUPERVISORS 


Definition:  Under  general  administrative  supervision,  performs  routine  technical  and 
professional  entry-level  activities,  including  but  not  limited  to  acting  as  an  advisor  to  the  Board 
of  Supervisors  and  the  Mayor  on  the  effects  of  legislative  policies,  needs,  assessments,  priorities, 
programs,  and  budgets  concerning  the  children  and  youth  of  San  Francisco.  Facilitates  the 
awareness  of  the  commission  and  the  public  on  matters  relevant  to  youth.  Responsible  for 
community  outreach  and  public  relations  to  include  special  projects  that  promote  the  awareness 
of  youth,  and  issues  related  to  children  and  youth. 

Supervision  exercised:  Exercises  supervision  over  volunteer  staff,  youth  interns,  and  one  full 
time  staff  member  in  support  of  youth  and  related  issues. 

Examples  of  Important  and  Essential  Duties: 

"This  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed".  (CSC  Rule  9) 

1 .  Tracks,  researches,  interprets  and  ensures  compliance  with  legislation,  such  as,  the  Brown 
Act,  Sunshine  Ordinance,  and  other  legal  requirements;  supports,  trains,  and  acts  as  a  resource 
person  to  assist  Youth  Commissioners  in  achieving  their  legislative  and  community-bridging 
goals. 

2.  Lobbies  the  Board  of  Supervisors,  the  Mayor  and  city  departments  to  educate  them  on  the 
needs  of  the  children  and  youth  of  San  Francisco,  such  as  juvenile  crime  prevention,  job 
opportunities  for  youth,  recreational  activities  and  educational  opportunities. 

3.  Develops  collaborative  relationships  with  all  youth-related  government  and  community 
agencies  such  as  fraternal  orders,  service  clubs,  associations,  churches,  businesses,  and  youth 
organizations. 

4.  Acts  as  a  liaison  for  the  Board  of  Supervisors  to  the  community  on  all  matters  relating  to 
children  and  youth;  identifies  the  needs  of  children  and  youth  through  personal  contact 
with  young  people,  school  officials,  church  leaders  and  others. 

5.  Conducts  community  outreach  in  which  both  youth  and  adults  are  encouraged  to  participate; 
facilitates  youth  input  to  the  Board  and  is  responsible  for  public  relations  activities  such  as 
press  releases,  press  conferences,  etc. 


6.  Acts  as  a  resource  to  educate  commissioners  on  existing  social,  economic,  educational,  and 
recreational  programs  for  children  and  youth;  makes  recommendations  and  comments  on 
youth-related  matters  before  the  Board. 


7.  Responsible  for  management  of  a  small  office  and  budget,  special  projects  and  events,  and 
supervision  of  office  staff,  volunteers  and  interns. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Children  and  youth-related  issues  in  the  areas  of:  education, 
employment,  recreation  and  violence;  legislative  process,  program  planning  and 
implementation;  group  facilitation,  training,  and  leadership  development. 

Ability  to:  Interpret  legislation;  lobby  the  Board  of  Supervisors,  the  Mayor  and  city 
departments;  develop  collaborative  relationships;  work  with  Youth  Commissioners  to 
develop  their  personal  and  collective  leadership  capabilities;  work  with  volunteers  and 
youth  on  projects;  manage  small  budget  and  office;  organize  special  events;  interact 
positively  with  youth;  work  independently. 

Experience  and  Training  Guidelines: 

Any  combination  of  training  and  experience  that  could  likely  provide  the  required 
knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Training:  Equivalent  to  the  completion  of  a  baccalaureate  degree  from  an  accredited 
college  or  university. 

Experience:  Minimum  one  (1)  year  working  with  youth  organizations. 


Effective  Date:         July   31,    1997 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATOR-PUBLIC  GUARDIAN  CODE:   1131 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  the  administration  of  all 
activities  and  duties  of  the  Public  Administrator-Public  Guardian;  acts  for  the 
Public-Administrator-Public  Guardian  in  his  absence;  directs  routine  functions  of 
the  department;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  two  positions  in  this  class  assist  the  Public  Administrator -Public  Guardian 
in  the  administration  and  processing  of  estates,  guardianships  and  conservatorships  as 
prescribed  by  law.   They  are  distinguished  by  the  responsibility  for  the  application 
of  Probate  Code,  Welfare  and  institutions  code,  other  applicable  codes  and  by  the 
responsibility  for  implementation  of  control  and  accountability  procedures. 

EXAMPLES  OF  DUTIES: 

GENERAL 

1.  Plans,  directs  and  reviews  the  work  of  subordinates  in  the  investigation  and 
administration  of  estates,  guardianships  and  conservatorships,  ensuring  compliance  with 
applicable  codes  and  efficient  management  practices. 

2.  Confers  with  the  Public  Administrator-Public  Guardian  concerning  policy  matters 
and  relieves  him  of  details  of  procedure. 

3.  Consults  and  coordinates  with  federal,  state  and  local  agencies  and  private 
sector  groups  to  assure  the  effective  performance  of  the  office  of  the  Public  Administrator 
Public  Guardian. 

ASSISTANT  PUBLIC  ADMINISTRATOR 

1.  Supervises  and  participates  in  the  investigation  and  administration  of  the 
estate  of  deceased  persons;  determines  the  jurisdiction  and  legal  standing  of  the  Public 
Administrator-Public  Guardian,  and  his  rights  when  wills  and  other  legal  documents  are 
involved;  collects  for  safekeeping  all  property,  assets  and  personal  effects  of  all 
decedents  under  the  jurisdiction  of  the  Public  Administrator-Public  Guardian. 

2.  Makes  or  supervises  inquiries  of  banks,  employees  unions,  lodges,  insurance 
companies,  landlords,  neighbors,  relatives  and  friends  in  seeking  assets,  names  and 
addresses  of  next  of  kin,  and  information  concerning  a  last  will  and  testament;  searches 
the  dwelling,  place  of  business  and  safe  deposit  box  of  decedents  for  evidence  of  a  will 
or  burial  instructions;  estimates  the  nature  and  value  of  estate  property;  and  confers 
with  the  legal  and  accounting  department  concerning  rental  and  other  income,  acceptance 
or  rejection  of  claims  against  estates  and  validity  of  various  documents. 

3c  Makes  or  directs  the  making  of  arrangements  for  the  funeral  and  burial  of  decedent 
where  necessary;  contacts  out  of  state  morticians  and  cemetaries  for  the  purchase  of 
grave  or  cremation  as  necessary. 

h.      Completes  or  supervises  the  completion  investigative  reports  which  contain 
pertinent  information  regarding  estate,  and  includes  a  listing  of  all  assets  collected; 
forwards  report  to  attorney  and  Public  Administrator  for  review. 


3LASS  TITLE:   ASSISTANT  PUBLIC  ADMINISTRATOR-PUBLIC  GUARDIAN  CODE:   1131 

EXAMPLES  OF  DUTIES:   (Cont.)  I 

ASSISTANT  PUBLIC  GUARDIAN 

1    1.   Consults  with  the  Public  Administrator-Public  Guardian  and  legal  staff  with 
reference  to  accepting,  processing  and  administering  guardianships  and  conservatorships; 
supervises  the  maintenance  of  relevant  records. 

20  Supervises  and  participates  in  the  investigation  and  administration  of 
guardianships  and  estates;  collects  for  safekeeping  the  personal  property  and  personal 
effects  of  all  wards  under  the  jurisdiction  of  the  Public  Administrator-Public  Guardian. 

3o  Makes  or  supervises  inquiries  of  banks,  employees  unions,  lodges,  insurance 
;ompanies,  landlords,  neighbors,  relatives  and  friends  in  seeking  assets,  names  and 
addresses  of  next  of  kin,  and  information  converning  a  last  will  and  testament;  search 
bhe  dwelling,  place  of  business  and  safe  deposit  box  of  wards  for  evidence  of  a  will  of 
Durial  instructions;  estimates  the  nature  and  value  of  estate  property;  and  confers  with 
:he  legal  and  accounting  department  concerning  rental  and  other  income,  acceptance  or 
rejection  of  claims  against  estates  and  validity  of  various  documents. 

k.      Completes  or  supervises  the  completion  of  investigative  report  which  contains 
pertinent  information  regarding  ward  and/or  estate,  and  includes  a  listing  of  all  assets 
collected;  forwards  reports  to  attorney  and  Public  Administrator  for  review. 

5.  Periodically  visits  or  directs  visits  to  convalescent  homes,  boarding  houses, 

and  other  institutions  to  ascertain  that  wards  are  receiving  proper  care  and  their  personal 
affairs  are  administered  in  a  highly  professional  and  credible  manner. 

6.  Under  supervision  ensures  that  information  is  provided  so  that  decisions  can  be 
fiade  concerning  lease  or  sale  of  personal  and  real  property;  reviews  claims  against         ^ 
accounts  and  estates  of  conservatee  and  guardianship  wards. 

7.  Arranges  funerals  and  coordinates  the  closing  of  guardianship  proceedings  in 
;he  event  of  death  of  restoration. 

1INIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  the  completion  of  a  four-year  baccalaureate  degree 
from  a  recognized  college  or  university  with  major  course  work  in  public  administration, 
msiness  administration,  law,  economics,  accounting  or  a  closely  related  field. 

Requires  six  years  of  increasingly  responsible  experience  in  a  governmental  agency 
.nvolving  supervision  of  a  complex  specialized  clerical  or  financial  record  keeping 
>peration;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  considerable  knowledge  of:   the 
idministrative  problem.-,  inherent  in  the  operation  of  a  county  department  involved  in  the 
idministration  of  estates  and  guardianships,  concerning  the  safeguarding  of  assets;  the 
:ollection  of  real  and  personal  property;  activities  and  procedures  involved  in  civil 
ind  probate  court  proceedings;  the  laws  applicable  to  the  particular  county  office;  and 
lodern  office  methods  and  procedures  including  techniques  of  control  and  accountability. 

Requires  considerable  ability  to:   plan,  organize,  direct  the  work  of  subordii 
>ersonii'  I  j  procedures,  methods  and  forms  and  institute  revisions 

I  explain  laws  and  policies  as  they  relate  to  the  function 
mr]  maintain  effective  relationships  with  emp:        ity  officials,   — 
.  v-irious  organizations,  legal  .and  professional  personnel  and  t        " 
blic. 

LI  in:   effective  oral  and  written  communication J         with  individuals 
d  supervising  the  processing 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  COUNTY  CLERK-RECORDER  CODE:  1132 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  general  administrative  direction,  the  County  Clerk-Recorder  1s 
responsible  for  the  administration  and  direction  of  the  County  Clerk-Recorder 
Office;  defines  the  department's  policies,  procedures  and  operations;  has 
responsibility  for  the  conduct,  management  and  control  of  the  filing  and 
recording  of  a  wide  variety  of  legal  documents  and  collection  of,  and 
accounting  for,  associated  fees  and  taxes;  registers  marriages  and  domestic 
partnerships,  performs  marriage  ceremonies;  and  performs  related  duties  as 
required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  functions  as  the  County  Clerk-Recorder.  The 
Incumbent  serves  as  the  department  head  In  managing  the  County  Clerk-Recorder 
Office  and  1n  defining  departmental  policies,  procedures  and  operations.  It 
1s  distinguished  from  the  Assistant  County  Clerk-Recorder  In  that  the  latter 
has  primary  responsibility  for  supervising  the  dally  operations  of  the  office. 

EXAMPLES  OF  DUTIES: 

"The  class  spedflcaton  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Administers  the  office  and  branches  of  the  County  Clerk-Recorder 
office  1n  processing,  Indexing  and  filing  documents  and  recording  the 
activities  of  the  courts;  and  directs  the  provision  of  Information  and 
services  to  the  publ 1c. 

2.  Exercises  responsibility  for  the  enforcement  of  and  compliance  with 
federal,  state  and  dty  laws  governing  recordation,  filing,  and  Issuance  of 
licenses. 

3.  Establishes  and  administers  departmental  program  policies  and 
procedures;  recommends  and  Implements  regulations  and  fees;  and  represents  the 
departments  before  various  boards,  commissions,  public  agencies  and  civic 
organizations. 

4.  Prepares  and  submits  the  departmental  budget  and  supervises  the  review 
of  expenditures,  revenues,  and  maintenance  of  budgetary  controls. 

5.  Directs  the  planning  and  operations  of  various  sections  of  the 
departments:  recordations;  microfilming;  and  general  Index  to  accepted 
Instruments;  Issues  copies  and  certifies  documents  recorded;  Issues  domestic 
partnership  and  marriage  certificates;  registration  and  verification  of 
notarial  seals;  performance  of  civil  marriage  ceremonies;  fictitious  business 
name  filings;  oath  of  offices;  notarizes  and  authenticates  city  officials  and 
judges  endorsements  to  records  and  orders;  maintains  the  fictitious  business 
name  filing  Index,  and  other  miscellaneous  clerk  filings. 

6.  Signs  official  papers  and  responds  to  inquiries  and  requests  from 

attorneys,  title  company  representatives,  civil  officials  and  others  in  regard 

to  accepting  recording,  retrieving  and  inspecting  documents  and  papers  as 

required  or  permitted  by  law.  ^_«T 
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CLASS  TITLE:   COUNTY  CLERK-RECORDER  CODE:   1132 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 
QUALIFICATIONS:   (continued) 

Knowledges.  Abilities  and  Skills:  Comprehensive  knowledge  of:  Federal, 
state  and  local  laws  and  regulations  governing  recordings,  registrations  and 
filings  of  legal  documents;  records  administration,  Including  expertise  1n 
complex  automated  records  management;  personnel  management,  Including  the 
recruitment,  selection,  training,  supervision  and  evaluation  of  subordinate 
staff;  budget  preparation  and  administration;  and  the  development  and 
Implementation  of  policies  and  procedures. 

Ability  to:  Effectively  direct  a  staff  In  the  provisions  of  recording  and 
county  clerk  services;  Interpret  legal  and  administrative  directives  and  adopt 
policies  and  procedures  conforming  with  such  directives;  effectively  Interpret 
and  explain  laws,  policies  and  procedures  to  staff,  civic  officials,  and  the 
public;  establish  and  maintain  harmonious  and  effective  relationships  with 
professional  organizations  and  the  public;  address  Recorder  and  County  Clerk 
Issues  before  public  agencies  and  civil  groups;  compose  effective 
correspondence  and  reports. 

ADOPTED:   11-13-84 

RETITLED  AND  AMENDED:   1-4-93 

#4332c 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  COUNTY  CLERK-RECORDER  CODE:  1133 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  the  Assistant  County  Clerk-Recorder  has  primary 
responsibility  for  supervising  the  dally  operations  of  the  County 
Clerk-Recorder  Office;  directs  the  Transfer  Tax  Audit  Program;  assists  In  the 
administration  of  all  activities  and  duties  of  the  department;  oversees  the 
conduct,  management  and  control  of  a  wide  variety  of  legal  documents  and 
collection  of  and  accounting  for  associated  fees  and  taxes;  directs  the 
operations  of  the  marriage  and  domestic  partnership  bureau,  microfilm  section, 
and  Indexing  section;  answers  and  researches  non-routine  queries  from  the 
public;  and  performs  other  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  functions  as  the  Assistant  County 
Clerk-Recorder  and  Is  responsible  for  all  dally  operations  and  activities  of 
the  County  Clerk-Recorder  Office.  Acts  for  the  County  Clerk-Recorder  1n  case 
of  absence. 

EXAMPLES  OF  DUTIES: 

"The  class  speclflcaton  shall  be  descriptive  of  the  class  and  shall  not  be 
considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Exercises  responsibility  for  the  enforcement  of  and  compliance  with 
federal,  state,  and  local  laws  governing  recordation,  filing,  and  Issuance  of 
licenses. 

2.  Assists  1n  the  preparation  of  the  annual  budget  for  the  department, 
and  supervises  the  review  of  expenditures,  revenues,  and  maintenance  of 
budgetary  controls. 

3.  Directs  and  monitors  subordinate  supervisors  of  various  sections  of 
the  department:  microfilming,  Indexing,  recordation,  marriage  and  domestic 
partnership  bureau,  fictitious  business  and  notary  filing  section. 

4.  Performs  civil  marriages,  administers  oath  of  offices  to  city 
employees  and  authenticates  city  officials  and  Superior  Court  Judges 
endorsements  to  records  and  orders  1n  absence  of  County  Clerk-Recorder. 

5.  Directs  the  enforcement  of  the  Documentary  Transfer  Tax  Ordinance; 
serves  as  lead  auditor  and  monitors  the  audit  of  questionable  documents; 
directs  the  review  of  recorded  documents  for  compliance;  directs  Hen 
proceedings  and  referrals  to  the  Transfer  Tax  Board  In  accordance  with  local 
and  state  laws. 

6.  Signs  official  papers  and  certificates  as  perscrlbed  by  State  and 
local  laws  In  the  absence  of  the  County  Clerk-Recorder. 
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CLASS  TITLE:  ASSISTANT  COUNTY  CLERK-RECORDER  CODE:  1133 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledges.  Abilities  and  Skills:  Comprehensive  knowledge  of:  Personnel 
management  and  supervision  Including  the  recruitment,  selection,  training, 
supervision  and  evaluation  of  subordinate  staff;  records  administration, 
Including  expertise  1n  supervising  the  preparation  and/or  processing  of  real 
property  records,  marriage  license  Issuance,  domestic  partnership  filings, 
performance  of  marriage  ceremonies,  fictitious  business  name  and  notary 
filings;  federal,  state  and  local  laws  and  regulations  governing  recordings, 
registrations  and  filings  of  legal  documents. 

Ability  to:  Effectively  apply  the  principles  and  practices  of  financial 
management;  Interpret  applicable  laws,  ordinances  and  codes  relating  to 
recordation  and  filings  within  the  County  Clerk-Recorder  Office;  communicate 
with  elected  and  appointed  officials,  attorneys,  Boards  and  Commissions. 

ADOPTED:   12-20-84 

RETITLED  AND  AMENDED:   1-4-93 
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GLASS  TITLE:   ASSISTANT  COUNTY  CLERK  CODE:   II36 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  assists  the  county  clerk-recorder  in 
the  administration  of  the  operating  and  service  divisions  of  the 
county  clerk's  office;  assists  attorneys  and  the  public  with  tech- 
nical problems;  prepares  departmental  budget  and  other  reports;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   carrying  out,  developing,  inter- 
preting, coordinating  and  enforcing  policies  and  methods  of  the  county 
clerk's  office;  handling  difficult  business  inter-relationships  and 
making  continuing  contacts  with  judges,  attorneys  and  the  general 
public;  directing  the  processing,  recording  and  filing  of  various  legal 
and  court  forms  and  documents. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  the  operating  and  service  divisions  of  the  county 
clerk's  office,  including  branch  offices;  assigns  work  to  each  division; 
assigns  and  supervises  courtroom  clerks  performing  the  ministerial  and 
court  attache  duties  of  the  designated  superior  court  department. 

2.  Evaluates  the  processing,  indexing  and  filing  of  court  documents 
and  recommends  improved  procedures  as  needed; interprets  new  laws, 
departmental  rules,  regulations  and  policies  to  subordinates. 

3.  Assists  attorneys  with  procedural  problems  that  cannot  be 
handled  by  the  respective  divisions;  assists  the  public  in  searching 
departmental  records  and  advises  or  directs  them  to  proper  sources  of 
information;  receives  complaints  from  attorneys  or  the  public  and  takes 
such  corrective  action  as  may  be  necessary. 

h-  Prepares  the  departmental  budget,  work  program,  planned  im- 
provements, and  supervises  the  expenditure  of  funds. 

5.  Acts  for  the  county  clerk-recorder  in  his  absence  and  signs 
official  papers  and  certificates  as  prescribed  by  state  and  local  laws. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school, 
supplemented  by  at  least  ten  years  of  increasingly  responsible  clerical 
and  office  experience  in  one  or  more  of  the  major  divisions  of  a  county 
clerk's  office,  including  five  years  of  responsible  supervisory  exper- 
ience; or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   a  wide  variety  of  legal  documents  involved  in  civil,  probate, 
criminal  and  juvenile  court  proceedings,  the  organization,  activities 
and  procedures  of  the  various  divisions  of  the  county  clerk's  office  and 
the  laws  governing  its  operation. 

Requires  ability  to:   plan,  organize,  direct,  coordinate  and  re- 
view the  work  of  employees  performing  responsible  clerical  duties  in 
processing  legal  documents  and  recording  court  proceedings;  interpret 
and  explain  legal  procedures  and  document  preparation. 


CLASS  TITLE:   ASSISTANT  COUNTY  CLERK  (continued)  CODE:   1136 

PROMOTIVE  LINES: 

To:   County  Clerk -Recorder 

From:  Assistant  Recorder 
Senior  Court  Clerk 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   COUNTY  CLERK -RECORDER  CODE:   II38 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  is  responsible  for  the  proper 
administration  of  the  offices  of  county  clerk  and  recorder;  serves  as 
ex-officio  clerk  of  the  superior  court;  plans  and  directs  the  clerical 
operations  of  the  superior  court,  county  clerk's  and  recorder's  offices; 
and  performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating, 
originating  and  executing  policies  and  methods  of  the  county  clerk's 
and  recorder's  offices;  making  continuing  personal  contacts  with  judicial 
and  legal  representatives,  the  public  and  various  organizations  involving 
discussion,  explanation  and  interpretation  of  policies,  rules  and  regula- 
tions of  the  department;  directing  the  preparation,  maintenance  and 
filing  of  department  records  and  reports;  recording  documents  and 
papers  as  provided  by  law. 

EXAMPLES  OF  DUTIES: 

lo  Administers  the  main  office  and  branches  of  the  county  clerk's 
office  in  processing,  indexing  and  filing  court  documents  and  recording 
the  activities  of  the  courts;  plans  improvements  in  the  operation  of  the 
office  and  services  to  the  public, 

2.  Directs  the  keeping  of  books,  records,  maps  and  papers  filed  in 
the  recorder's  office;  directs  the  keeping  of  microfilm  records  of  deeds, 
mortgages,  notices  and  all  other  documents  and  papers  as  required  by  law 
or  permitted  by  law  to  be  filed  or  recorded. 

3»  Signs  official  papers,  certificates  of  magistry,  authentications, 
exemplications  and  extradition  papers. 

Uo  Consults  and  meets  with  superior  court  judges  to  obtain  their 
directions  and  interpretations  of  new  laws  and  procedures. 

$a     Answers  inquiries  from  attorneys,  litigants,  civil  officials, 
the  public,  various  organizations  and  the  press. 

6.  Testifies  before  committees  of  the  state  legislature,  bar  asso- 
ciation and  the  board  of  supervisors;  serves  on  legislative  committees  in 
formulating  revisions  to  existing  laws  and  procedures. 

7.  Attends  meetings  of  civic  organizations,  luncheon  clubs,  church 
groups  and  educational  institutions;  prepares  and  delivers  talks  pertain- 
ing to  department  matters  to  establish  and  maintain  good  public  under- 
standing and  relationships. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  public  or  business  administration  or  law. 

Requires  at  least  eight  years  of  progressively  responsible 
experience  in  a  governmental  agency,  involving  the  supervision  of  com- 
plex and  diversified  clerical  operations,  preferably  in  connection  with 
processing  and  recordation  of  important  legal  documents;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   COUNTY  CLERK-RECORDER  (continued)  CODE:   1138 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  administrative  problems  inherent  in  the  operations  of  a  county- 
department  involved  in  processing  legal  documents  and  recording  court 
proceedings;  the  laws  applicable  thereto;  modern  office  methods  and 
procedures. 

Requires  ability  to:   administer  a  county  office  in  providing  re- 
sponsible and  complex  clerical  services  to  the  superior  courts,  county 
clerk's  &  recorder's  offices;  analyze  departmental  procedures,  methods 
and  forms  and  institute  revisions  as  needed;  interpret  and  explain  laws 
and  policies  as  they  relate  to  the  functions  of  the  department;  establish 
and  maintain  effective  working  relationships  with  judges,  attorneys,  city 
officials,  various  organizations  and  the  general  public. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Assistant  Recorder 

Assistant  County  Clerk 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION   SAN  FRANCISCO 
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CLASS  TITLE:   DEPUTY  CLERK  OF  THE  CODE:   1140 

BOARD  OF  SUPERVISORS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  assists  the  Clerk  of  the  Board 
in  supervising  and  managing  activities  of  the  Board  of  Supervisors 
and  its  subsidiary  offices,  including  the  Assessment  Appeals  Board, 
the  Delinguency  Prevention  Commission  and  the  Telecommunications 
Policy  Committee:  acts  as  a  principal  assistant  to  the  Clerk  of  the 
Board  in  planning,  directing,  assigning  and  coordinating  the 
administrative,  legislative,  public  information,  technical  and 
clerical  work  of  the  Board  of  Supervisors:  supervises  and 
participates  in  research  regarding  laws,  ordinances,  court 
decisions,  rulings  and  policies  affecting  Board  activities:  may 
draft  and  prepare  ordinances,  resolutions,  motions,  charter 
amendments,  correspondence  and  memoranda:  and  performs  related 
duties  as  reguired. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  assigned  to  the  Board  of  Supervisors 
and  work  under  the  direction  of  the  Clerk  of  the  Board.   Incumbents 
have  important  administrative  responsibility  for  carrying  out 
policies  and  procedures  of  the  Board.   This  class  is  distinguished 
from  the  more  specialized  and  technical  lower  level  clerical  classes 
in  that  a  Deputy  Clerk  coordinates  and  schedules  work  assignments 
and  has  overall  supervisory  and  training  responsibilities  for  the 
day  to  day  activities  of  a  work  unit.   An  employee  in  this  class  may 
be  assigned  to  act  as  Clerk  of  the  Board  in  her  or  his  absence. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  a  principal  staff  assistant  to  the  Clerk  of  the 
Board  in  planning,  assigning,  directing,  coordinating  and  reviewing 
the  activities  of  subordinates:  supervises  and  participates  in 
assembling  and  preparing  legislation  as  reguired  by  the  Board  and 
its  committees:  ensures  Board  and  committee  calendars  are  properly 
prepared,  distributed  and  appropriate  officials  notified. 

2.  Implements  and  interprets  directives  and  actions  of  the 
Board  in  accordance  with  applicable  policies,  rules  and  regulations. 

3.  Supervises  and  participates  in  researching  and  drafting 
ordinances,  resolutions.  Charter  amendments  and  reports:  maintains 
regular  contact  with  City  officials  and  representatives,  the  general 
public  and  various  agencies  and  organizations  to  provide  or  obtain 
information  regarding  activities  of  the  Board:  ensures  data  and 
information  for  the  Board  and  its  various  committees  is  compiled, 
assembled  and  prepared:  oversees  the  advertising  and  publication  as 
reguired  for  legislation. 

4.  Attends  meetings  of  the  Board  or  its  committees,  as 
assigned:  serves  as  parliamentarian,  records  Board  actions  and 
prepares  condensed  reports  of  the  proceedings:  supervises  the  work 
of  Assistant  Clerks  of  the  Board  who  are  assigned  to  serve  as 
secretaries  of  the  various  Board  committees. 


CLASS  TITLE:   DEPUTY  CLERK  OF  THE  CODE:   1140 

BOARD  OF  SUPERVISORS 


5.  Supervises  and  participates  in  providing  information  to  City 
officials  and  employees,  representatives  of  a  variety  of  agencies  or 
groups  and  the  general  public  concerning  Board  rules,  regulations, 
legislation  and  policies  and  other  Board  activities:,  composes 
correspondence,  reports  and  memoranda  as  directed  by  members  of  the 
Board  and  Clerk  of  the  Board. 

6.  Trains  and  evaluates  subordinate  staff:  provides  assistance 
and  training  to  staff  for  the  elected  members  of  the  Board:  reviews 
and  analyzes  current  office  and  administrative  procedures  and 
assists  in  the  development  of  office  procedures  and  methods. 

7.  Supervises  and  participates  in  general  office  activities* 
including  budget  preparations:  ensures  office  files,  records  and 
reports  are  maintained:  oversees  the  indexing  and  filing  of  all 
legislation  and  the  recording  of  all  related  Board  actions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  high  school, 
supplemented  by  at  least  six  years  of  progressively  responsible 
clerical  and  administrative  experience,  of  which  two  years  must  have 
been  at  a  responsible  supervisory  level:  or  an  equivalent 
combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive 
knowledge  of:   processes,  statutes,  laws,  regulations,  rules  and 
documents  relating  to  the  procedural  functions  of  the  Board  of 
Supervisors:  parliamentary  procedures:  modern  office  management  and 
supervisory  techniques  and  methods. 

Requires  considerable  ability  to:   Plan,  assign,  train  and 
supervise  the  work  of  subordinate  personnel  engaged  in  complex  and 
technical  activities:  deal  effectively  and  courteously  with  City 
officials,  representatives,  other  governmental  agencies,  various 
groups  and  organizations,  and  members  of  the  public:  interpret  and 
explain  policies,  methods  and  procedures  and  apply  legal 
requirements  related  to  the  activities  and  operations  of  the  Board 
and  its  committees:  comprehend  complex  and  technical  legislation  and 
other  material  largely  of  a  legal  nature. 

Requires  6kill  in:   effectively  communicating  orally  and  in 
writing:  performing  legislative  duties  under  stressful  circumstances 
where  there  are  continual  requirements  to  observe  and  enforce 
deadl ines . 


ADOPTED  8-27-84 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

CLASS  TITLE:  COUNTY  CLERK  1142 

DEFINITION: 

Under  general  administrative  direction,  serves  as  the  County  Clerk  for  the  City  and 
County  of  San  Francisco.  The  incumbent  is  responsible  for  the  administration  of  the 
Office  of  the  County  Clerk,  which  is  a  division  of  the  Department  of  Administrative 
Services.  The  essential  functions  of  the  job  include  developing  and  implementing 
program  policies  and  procedures;  responsibility  for  the  management  and  control  of  the 
time  sensitive  filing  and  processing  of  a  wide  variety  of  legal  documents,  and  the 
collection  of  and  accounting  for  associated  fees;  registering  marriages  and  domestic 
partnerships;  and  performing  marriage  ceremonies.  Performs  related  duties  as  assigned. 

Supervision  exercised:  Exercises  supervision  over  an  Executive  Secretary,  IS 
Administrator,  Senior  Legal  Process  Clerks,  Senior  Account  Clerk,  Senior  Clerk  Typist 
and  Volunteer  Deputy  Marriage  Commissioners. 

Examples  of  Important  and  Essential  Duties: 

"This  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed".  (CSC  Rule  9) 

1 .  Administers  the  office  of  the  County  Clerk  in  processing,  indexing,  and  filing  of  time 
sensitive  documents  and  directs  the  provision  of  information  and  services  to  the 
public. 

2.  Exercises  responsibility  for  the  enforcement  of  and  compliance  with  federal,  state, 
and  city  laws  governing  all  non-judicial  clerk  functions. 

3.  Establishes  and  administers  program  policies  and  procedures;  recommends  and 
implements  regulations  and  fees;  and  represents  the  County  Clerk's  Office  on 
complex  issues  before  various  boards,  commissions,  public  agencies  and  civic 
organizations. 

4.  Prepares  and  submits  the  division  budget  and  supervises  the  review  of  expenditures, 
revenues,  and  maintenance  of  budgetary  controls. 

5.  Directs  the  planning  and  operations  of  the  division;  issues  copies  and  certifies  filed 
documents;  issues  domestic  partnerships  and  marriage  licenses;  registers  and  verifies 
notarial  seas;  administers  oaths  to  County  officials  and  employees;  performs  civil 
marriage  ceremonies;  accepts  fictitious  business  name  filings;  notarizes  and 
authenticates  City  officials'  endorsements  to  records  and  orders;  maintains  the 
fictitious  business  name  filing  index,  and  other  miscellaneous  clerk  filings  and 
postings  as  mandated  by  federal,  state  or  local  law. 


6.  Signs  official  papers  and  responds  to  inquiries  and  requests  from  attorneys,  civil 
officials  and  others  in  regard  to  retrieving  and  inspecting  documents  and  papers  as 
required  or  permitted  by  law. 

7.  Identifies  and  responds  to  complex  and  critical  customer  situations. 

8.  Coordinates  scheduling  of  personnel  to  meet  productivity  standards. 

9.  Performs  other  duties  as  required. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Federal,  state  and  local  laws  and  ordinances  governing 
registrations  and  filings  of  legal  documents  pertaining  to  County  Clerk;  complex 
automated  records  management;  complex  personnel  management,  including  the 
recruitment,  selection,  training,  supervision  and  evaluation  of  subordinate  staff; 
budget  preparation  and  administration;  and  the  development  and  implementation 
of  departmental  policies  and  procedures. 

Ability  to:  Effectively  direct  a  staff  in  the  filing  and  processing  of  legal 
documents  pertaining  to  County  Clerk  services;  interpret  legal  and  administrative 
directives  and  adoption  of  policies  and  procedures  conforming  with  such 
directives;  effectively  interpret  and  explain  laws,  policies  and  procedures  to  staff, 
civic  officials,  professional  organizations  and  the  public;  address  County  Clerk 
issues  before  public  agencies,  boards,  commissions,  and  civic  groups;  and 
compose  effective  correspondence  and  reports. 

Experience  and  Training  Guidelines: 

Any  combination  of  training  and  experience  that  could  likely  provide  the  required 
knowledge  and  abilities  may  be  qualifying.  A  typical  waj  to  obtain  this  would 
be: 

Training:   Equivalent  to  the  completion  of  a  baccalaureate  degree  from  an 
accredited  college  or  university  in  Business  Administration  or  related  field. 

Experience:  lour  years  of  managerial  experience  dealing  with  personnel, 
budget,  and  administration.  Experience  in  extensive  database  and  records 

management  software.  Spreadsheets  and  a  variety  of  software  programs.  ie.. 
Microsoft  Word  6.0,  Microsoft  Excel  5.0,  VISK  I 

Note:  This  class  is  exempt  from  Civil  Service  examination  b)  Chartei  Section  10.104.6. 

Effective  Date:      Mny   7,    1998 


SAN  FRANCISCO  CIVIL ■ SERVICE  COMMISSION 


CLASS  TITLE:   CHIEF  ASSISTANT  CLERK,  CODE:   1144 

BOARD  OF  SUPERVISORS 

bEP  5 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  assists  the  Clerk  of  the  Board  in  planning,  direct- 
ing and  coordinating  the  administrative,  legislative,  technical  and  clerical  work  of 
the  Board  of  Supervisors;  performs  or  supervises  research  regarding  laws,  ordinances, 
court  decisions,  rulings  and  policies  affecting  Board  activities;  may  draft  and  prepare 
ordinances,  resolutions,  motions,  charter  amendments,  correspondence  and  memoranda; 
acts  for  the  Clerk  of  the  Board  in  his  absence;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  Assisting  in  the  development  of  office  procedures 
and  methods;  carrying  out,  interpreting  and  enforcing  directives  and  actions  of  the 
Board;  making  regular  contact  with  City  officials,  the  general  public  and  outside  or- 
ganizations to  provide  or  obtain  information  on  specialized  and  general  activities  of 
the  Board;  preparing,  checking  and  renewing  important  legislative  documents,  records 
and  reports, 

EXAMPLES  OF  DUTIES: 

1,  Serves  as  the  principal  staff  assistant  to  the  Clerk  of  the  Board  in  planning, 
assigning,  directing,  coordinating  and  reviewing  the  activities  of  subordinates;  super- 
vises and  participates  in  assembling  and  preparing  legislative  data  as  required  by 

the  Board  and  its  committees;  assures  Board  and  committee  calendars  are  properly  pre- 
pared and  appropriate  officials  notified, 

2,  Implements  directives  and  actions  of  the  Board  in  accordance  with  applicable 
policies  and  regulations, 

3,  Supervises  and  participates  in  drafting  ordinances  and  resolutions  and  in  the 
preparation  of  reports;  consults  with  departmental  representatives  regarding  matters 
pertaining  to  Board  policies,  procedures  and  activities, 

4,  Attends  committee  and  Board  meetings  as  reqaired;  supervises  the  work  of  Assist- 
ant Clerks  of  the  Board  who  are  assigned  to  serve  as  secretaries  to  the  various  Board 
committees, 

5,  Prepares  replies  to  correspondence  and  memos  as  directed  by  members  of  the 
Board  and  Chief  Clerk, 

6,  Supervises  and  participates  in  general  office  activities,  including  budget  prep- 
aration, and  providing  information  to  the  various  departments  and  general  public;  ana- 
lyzes and  evaluates  administrative  procedures  and  recommends  changes  designed  to  pro- 
mote efficiency  in  office  operations, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by  at 
least  seven  years  of  progressively  responsible  clerical  and  administrative  experience, 
of  which  two  years  must  have  been  at  a  responsible  supervisory  level;  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge  of:   Existing 
statutes  and  laws  relating  to  the  procedural  functions  of  the  Board  of  Supervisors; 
parliamentary  procedures;  office  management  and  supervisory  techniques  and  methods. 

Requires  considerable  ability  to:  Plan,  assign  and  supervise  the  work  of  subordi- 
nate personnel;  deal  effectively  and  courteously  with  City  officials  and  the  general 
public;  write  effectively  and  prepare  clear  and  concise  reports, 

PROMOTIVE  LINES: 

To  :   1146  Clerk  of  the  Board  of  Supervisors  and  City  Clerk 

From:   1492  Assistant  Clerk,  Board  of  Supervisors 
8120  Senior  Legislation  Clerk 

Amended:   8/5/74 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
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CLASS  TITLE:  CLERK  OF  THE  BOARD,  LEGISLATIVE  ADMINISTRATOR  AND 

CITY  CLERK  CODE:  1U6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administration  direction  is  responsible  for  the  proper  admini- 
stration of  the  office  of  the  Board  of  Supervisors;  exercises  administrative 
control  over  all  organizational  components  of  the  office  including  the  Budget 
Bureau  and  the  Employee  Relations  Division  and  performs  related  duties  as  re- 
quired. 

Requires  major  responsibility  for:  Orginiating,  developing,  coordinating 
and  executing  all  policies,  procedures  and  methods  necessary  to  carry  out  the 
functions  of  the  Board  of  Supervisors;  regular  continuing  contact  with  ranking 
city  officials,  representatives  of  various  legislative  bodies,  groups  and 
citizens  to  explain  ana  interpret  policies,  rules,  regulations  and  general 
matters  relating  to  Board  actions;  directing  and  participating  in  the  preparation 
of  a  wide  variety  of  important  legislative  documents,  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  coordinates,  directs  and  reviews  the  activities  of 
subordinate  personnel  engaged  in  the  preparation,  indexing  and  filing  of 
committee  calendars,  journals  of  proceedings  and  resolutions;  directs  the  publication 
of  all  actions  of  the  Board  as  required  by  law. 

2.  Serves  as  parliamentarian  for  the  Board  President,  members  and  committees. 

3.  Prepares  or  directs  the  preparation  of  Charter  amendments,  ordinances, 
resolutions  and  motions;  composes  correspondence,  statements,  articles  and  speeches 
related  to  Board  activities. 

U.     Supervises  the  preparation  of  the  Board  of  Supervisors  annual  budget  and 
supplemental  requests;  approves  payrolls,  requisitions  and  other  necessary  reports 
and  documents. 

5.  As  provided  by  State  of  California  statutes,  may  administer  oaths  or 
affirmations;  takes  and  certifies  affidavits  and  depositions  pertaining  to  City 
affairs  and  business  which  may  be  used  in  any  court  proceedings  in  the  State;  may 
acknowledge  legal  instruments. 

6.  Meets  and  confers  with  various  officials,  authorized  representatives  of 
city  and  county  departments,  outside  groups,  organizations  and  the  general  public  in 
connection  with  legislative  activities. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  high  school,  supplemented  by 
at  least  ten  years  of  progressively  responsible  clerical  and  administrative  experi- 
ence, of  which  three  years  must  be  at  the  level  of  Chief  Assistant  Clerk,  Board  of 
Supervisors;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  comprehensive  knowledge  of  existing 
Charter  provisions,  ordinances,  State  laws  and  rules  relating  to  legislative  and 
procedural  functions  of  the  Board;  modern  office  management  techniques  and  methods. 

Requires  considerable  ability  to:  Plan,  organize  and  supervise  the  work  of 
subordinate  personnel;  interpret  and  explain  laws  and  policies  as  they  relate  to  the 
legislative  body;  deal  courteously,  effectively  and  tectfully  in  order  to  establish 
and  maintain  effective  relationships  with  city  officials,  representatives  or  other 
governmental  agencies,  various  organizations,  employees  and  the  general  public. 

PROMOTIVE  LINES: 

To   :  No  normal  lines  of  promotion 

From:   Chief  Assistant  Clerk  Board  of  Supervisors 
RETITLED 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   GENERAL  MANAGER,  DEPARTMENT  OF  ELECTRICITY       CODE:   11^0 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  managment  approval,  is  responsible  for  directing  all 
activities  of  the  department  of  electricity,  including  the  maintenance, 
repair  and  operation  of  the  municipal  fire  alarm  system,  traffic  signal 
system,  parking  meter  system,  police  telephone  and  teletype  systems,  air- 
raid warning  systems  and  city-wide  radio  network  systems;  performs  diffi- 
cult and  responsible  administrative  work  in  connection  therewith;  and 
performs  related  duties  as  required. 

Requires  major  responsibility  for:  developing,  coordinating  and 
enforcing  methods  and  procedures  necessary  to  the  installation,  maintenance 
and  repair  of  emergency  communication  systems;  making  regular  important 
contacts  with  other  city  departments  and  outside  organizations  relative 
to  the  maintenance,  operation  and  installation  of  communication  systems; 
the  preparation  and  maintenance  of  important  operational,  financial  and 
related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Consults  and  plans  with  various  city  agencies  to  provide 
adequate  emergency  communication  systems  and  services. 

2.  Directs  and  reviews  the  design  of  improvements  and  additions 
to  the  various  communication  systems  and  traffic  signal  systems. 

3.  Reviews  and  approves  all  plans  and  specifications  for  system 
installation,  alteration  and  maintenance  contracts. 

U.  Collaborates  and  coordinates  activities  with  other  departments 
in  the  design  and  installation  of  major  traffic  systems. 

5>o  Directs  all  maintenance  and  operation  of  the  city-wide  radio 
communication  network. 

6.  Directs  the  coordination  of  overhead  line  and  underground  cable 
construction  projects  with  the  various  utilities  having  installations  in 
the  same  areas. 

7.  Approves  the  connection  of  privately  owned  auxiliary  alarm  and 
communication  systems  with  municipal  systems. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  ten  years  of  progressively 
responsible  experience  in  the  installation,  operation  and  maintenance 
of  communication  and  signal  systems,  including  five  years  of  responsible 
supervisory  and  administrative  experience;  or  an  equivalent  combination 
of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  comprehensive  knowledge 
of:   the  principles  and  practices  necessary  to  the  operation,  maintenance 
and  installation  of  communications  and  signal  systems  and  of  the  materials 
and  processes  necessary  to  maintain  and  repair  such  systems;  the  existing 
laws,  rules  and  ordinances  pertaining  to  the  operation,  maintenance  and 
installation  of  emergency  communication  systems. 


CLASS  TITLE:   GENERAL  MANAGER,  DEPARTMENT  OF  ELECTRICITY       CODE:   11^0 
(continued) 

Requires  unusual  ability  to:  plan,  organize  and  direct  the  acti- 
vities of  subordinate  personnel;  deal  effectively  and  courteously  with 
the  general  public,  other  departmental  officials  and  outside  organiza- 
tions and  representatives;  exercise  good  judgment  in  evaluating  main- 
tenance and  repair  and  emergency  problems  affecting  the  communications 
systems  and  take  corrective  remedial  action. 

License:  Requires  possession  of  a  valid  state  motor  vehicle 
operators  license. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Electrical  Maintenance  and  Construction  Superintendent 
Radio  Engineer. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  ASSISTANT  DIRECTOR  OF  PURCHASING  CODE:   1160 

AND  SERVICES 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  acts  as  a  principal  assistant  to 
the  Director  of  Purchasing  and  Services.  As  assigned,  directs  one  or 
more  of  the  following  activities:  buying,  central  shops,  stores  and 
equipment,  centralized  mail  and  reproduction,  minority/women/local 
business  enterprise,  management  information  systems,  and  personnel  and 
accounts  functions  of  the  Purchasing  Department;  performs  special 
assignments  as  required;  as  assigned,  acts  for  the  Director  of  Purchasing 
and  Services;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  class  is  distinguished  from  subordinate  classes  in  the 
purchasing  series  by  its  responsibility  for  coordinating  assigned 
activities  of  the  Purchasing  Department,  for  improvement  of  methods  and 
procedures  of  their  operation,  and  for  ensuring  their  performance 
standards.  An  incumbent  may  be  assigned  responsibility  for  managing  the 
implementation  of  city-wide  policies  and  projects  relating  to  the 
provision  of  materials,  goods  and  services.  An  employee  in  this  class 
reports  directly  to  the  Director  of  Purchasing  and  Services. 

EXAMPLES  OF  DUTIES: 

The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  a  restriction  on  the  assignment  of  duties  not 
specifically  listed.  (Civil  Service  Rule  7) 

1.  Acts  as  a  principal  assistant  to  the  Director  of  Purchasing  and 
Services  in  the  administration  of  the  Purchasing  Department;  as  assigned, 
represents  the  Director  of  Purchasing  and  Services  at  meetings  with  city 
officials  and  vendors. 

2.  Prepares  and  submits  for  approval  policy  changes  or  revisions  in 
procedure  to  improve  the  efficient  functioning  of  assigned  divisions  and 
services  of  the  department;  executes  new  policies,  principles  and 
procedures,  organizes  and  coordinates  the  activities  of  the  assigned 
divisions  and  periodically  reviews  procedures  for  efficiency  and 
uniformity. 

3.  As  assigned,  reviews  complex  multi-part  contracts;  reviews, 
prepares  or  directs  the  preparation  of  personal  service  contracts  for  all 
city  departments. 

4.  As  assigned,  reviews  proposed  annual  budget  estimates  of  the 
various  divisions  and  makes  recommendations  regarding  same. 

5.  May  direct  or  assist  division  heads  in  his  or  her  assigned  area 
in  the  resolution  of  specific  problems  or  in  the  implementation  and 
realization  of  particular  policies. 

6.  Interprets  departmental  policies,  procedures  and  rules  to 
subordinates,  officers  and  employees  of  other  city  departments  and  to  the 
public. 


CLASS  TITLE: 


ASSISTANT  DIRECTOR  OF  PURCHASING 
AND  SERVICES 


CODE:   1160 


QUALIFICATIONS: 

The  examination  announcement  shall  provide  the  qualifications  ...  and 
other  particulars....  Applicants  must  be  guided  solely  by  the 
announcement  of  the  examination  for  which  they  apply.  (Civil  Service 
Rule  9) 

Knowledge,  Abilities  and  Skills:  Considerable  knowledge  of:  modern 
theories  and  techniques  used  in  the  purchase  of  large  quantities  of 
materials,  supplies  and  equipment,  including  the  preparation  of 
specifications,  writing  of  purchasing  contracts,  and  the  analysis  and 
awarding  of  bids;  the  organization  and  activities  of  the  various 
departments  of  the  city  and  county;  general  characteristics  and  sources 
of  supply  of  a  wide  variety  of  materials,  supplies  and  equipment;  and  the 
laws,  ordinances,  rules  and  regulations  relating  to  their  sale  and 
purchase. 


Ability  to:  a 
department,  includ 
equipment;  direct 
centralized  mail  a 
business  enterpris 
systems;  interpret 
subordinates,  anal 
effective  working 
county  departments 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  PURCHASING  AND  SERVICES  CODE:   11 62 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  is  responsible  for  the  operation  of  the 
purchasing  department,  including  purchase  of  materials,  supplies  and  equipment  for  all 
departments  of  the  city  and  county;  directs  the  operation  of  purchasing  department  shops 
and  centralized  services;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  single  position  exempt  classification  with  department  head  responsibility. 
It  is  distinguished  from  subordinate  classes  by  the  final  responsibility  for  originating, 
developing,  coordinating  and  executing  the  policies  of  the  purchasing  department  and  for 
devising  and  improving  the  methods  and  procedures  used  in  its  operation. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  coordinates  and  directs,  through  subordinates,  the  administration  of  a 
program  of  centralized  purchasing  for  all  departments  of  the  city  and  county,  including 
the  purchase  of  large  quantities  of  all  types  of  materials,  supplies,  foodstuffs,  equip- 
ment and  services. 

2.  Directs  and  sets  policies  regarding  the  establishment  of  specifications  for  bids 
on  purchases;  the  preparation  of  sales  contracts;  the  acceptance  or  rejection  of  bids 
from  vendors;  approves  awarding  of  sales  contracts;  is  jointly  responsible  with  the 
Controller  for  approval  of  payment  of  all  bills  for  goods  and  services  incurred  by  any 
department;  discusses  the  sale  or  disposal  of  all  surplus  property. 

3.  Directs  the  administration  of  the  Stores  and  Equipment  Division,  which  includes 
a  number  of  warehouses  and  storerooms  devoted  to  the  receipt,  storage  and  disbursement  of 
materials,  supplies  and  equipment;  directs,  through  subordinates,  a  general  inventory  of 
furniture  and  equipment  issued  to  various  departments. 

k.      Directs  the  administration  of  the  Central  Shops  Division,  which  involves  the 
maintenance  and  repair  of  all  types  of  city-owned  automotive  machinery  and  equipment, 
including  autos,  trucks,  fire  engines  and  other  rolling  stock  except  that  of  the  Public 
Utilities  Commission  and  the  Municipal  Railway. 

5.  Directs  the  administration  of  the  Reproduction  Division  which  provides  various 
types  of  reproduction  services  for  all  departments  which  do  not  possess  these  facilities. 

6.  Appears  before  the  Board  of  Supervisors  and  its  committees  on  matters  relating 
to  legislation  involving  the  purchase  of  goods  or  services;  confers  with  department  heads 
on  matters  relative  to  the  purchase  of  goods  or  the  provision  of  various  types  of  services; 
confers  with  vendors  or  their  representatives  and  advises  them  on  policy  and  procedure  of 
the  purchasing  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  graduation  from  a  recognized  college  or  university 
with  a  baccalaureate  degree  in  business,  social  or  physical  science. 

Requires  at  least  eight  years  of  progressively  responsible  purchasing  experience, 
preferably  including  the  providing  of  other  central  services,  at  least  four  years  of 
which  shall  have  been  at  a  supervisory  or  administrative  level;  or  an  equivalent  combina- 
tion of  training  and  experience. 


CLASS  TITLE:   DIRECTOR  OF  PURCHASING  AND  SERVICES  CODE:   1162 

MINIMUM  QUALIFICATIONS :   ( Cont . ) 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge  of:   the 
principles  and  practices  of  modern  large  volume  purchasing  techniques;  the  organization 
and  administration  of  the  purchasing  department,  including  the  operation  of  the  shops 
and  central  services  included  in  its  administration;  the  laws,  ordinances  and  legal 
provisions  relating  to  purchasing  activities;  business  law,  including  legal  provisions 
pertaining  to  contracts  and  sales;  the  organization  and  activities  of  the  various 
departments  of  the  city  and  county  and  of  numerous  items  of  materials,  supplies  or 
equipment  commonly  purchased  for  them. 

Requires  ability  to:   plan,  organize,  coordinate  and  direct  the  administration  of 
the  program  of  purchasing  and  diversified  auxiliary  services;  establish  and  maintain 
effective  working  relationships  with  department  heads  and  vendors  in  order  to  develop 
and  maintain  an  efficient  and  satisfactory  program  of  purchasing  and  auxiliary  services. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination.   (Charter  Section 
3-510) 

AMENDED:   5-15-78 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  EXECUTIVE  ASSISTANT  TO  THE  DIRECTOR  OF  HEALTH       CODE:  1163 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  assists  the  Director  of  Health  in 
exercising  supervision,  coordination  and  control  of  the  activities  of  the 
Department  of  Health,  including  the  activities  of  San  Francisco  General 
Hospital,  Laguna  Honda  Hospital,  Community  Health  Programs,  and  Mental  Health 
Programs;  conducts  special  studies  and  investigations  of  departmental  and 
public  health  issues;  represents  the  Director  of  Health  to  various  agencies 
and  officials;  responds  to  public  compliants  and  inquiries;  and  directs  the 
clerical  support  staff  of  the  office  of  the  Director. 

DISTINGUISHING  FEATURES: 

This  single  position  classification  is  the  chief  assistant  to  the 
Director  of  Health  in  the  coordination  and  control  of  the  activities  of  the 
major  bureaus  of  the  department.  It  is  distinguished  by  its  responsibility 
for  performing  a  variety  of  administrative,  research  and  analytical  functions 
for  the  Director  which  are  often  of  a  sensitive  and  complex  nature  and 
significantly  affect  departmental  planning  and  administration. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  should  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a  restriction  on  the  assignment  of  duties  not 
specifically  listed."  (CSC  Rule  7). 

1.  Functions  as  principal  assistant  to  the  Director  of  Health  in 
supervising  and  controlling  the  activities  of  the  Department,  including  those 
of  its  major  divisions,  such  as  San  Francisco  General  Hospital,  Laguna  Honda 
Hospital,  Public  Health  Programs,  and  Mental  Health  Programs  which  include 
Substance  Abuse  and  Forensic  Services;  integrates  and  coordinates  diverse  and 
complex  health  functions  within  broadly  defined  organizational  policies  and 
objectives. 

2.  Establishes  and  maintains  cooperative  relationships  with  local, 
regional,  state  and  federal  agencies;  attends  a  wide  variety  of  meetings; 
represents  the  Department  and  Health  Director  before  a  variety  legislative 
bodies,  administrative  officials,  departmental  and  interdepartmental 
committees,  advisory  groups  and  boards,  including  the  Board  of  Supervisors, 
and  citizen  and  business  groups  to  discuss,  explain  and  interpret  departmental 
policies,  regulations,  actions  and  recommendations;  may  make  presentations  of 
programs  and  operations. 

3.  Directs  and  conducts  analytical  and  evaluative  studies  and 
investigations  of  organizational  functions  and  procedures,  departmental 
expenditures,  personnel  issues,  administrative  problems,  and  other  matters  or 
problems  as  assigned;  investigates  complaints  relating  to  the  health 
department;  prepares  recommendations  for  action;  advises  appropriate 
individuals  of  findings  and  specific  resolution  of  problems. 

4.  Reviews  documents,  requisitions,  contracts,  memoranda  and  reports 
for  conformance  with  established  policies  and  procedures;  may  sign  documents 
for  which  responsibility  has  been  delegated;  prepares  correspondence  in 
response  to  requests  for  information  about  departmental  issues. 

DOCUMENTS  DEPT. 

SAN  FRANCIS** 


CLASS  TITLE:  EXECUTIVE  ASSISTANT  TO  THE  DIRECTOR  OF  HEALTH      CODE:  1163 
EXAMPLES  OF  DUTIES:  (Cont.) 

5.  Assigns,  supervises  and  reviews  the  work  of  clerical  personnel 
assigned  to  the  Director;  supervises  the  preparation  of  detailed  and  complex 
records  and  reports. 

6.  May  represent  the  Health  Director  in  his  absence. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and 
other  particulars...  Applicants  must  be  guided  solely  by  the  announcement  of 
the  examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Comprehensive  knowledge  of:  Public 
Health  administration  and  finance;  Health  Department  operations,  services  and 
activities;  applicable  Federal,  State  and  local  laws  and  regulations, 
including  those  of  the  Charter  of  the  City  and  County  of  San  Francisco;  and 
principles  of  organization  management,  personnel  administration,  supervision 
and  training. 

Ability  to:  coordinate  the  activities  of  several  divisions  of  the 
department;  identify  and  analyze  administrative  problems  and  develop  effective 
solutions;  effectively  communicate  verbally  and  in  writing;  and  interact 
effectively  with  government  officials,  administrators,  community 
representatives,  departmental  staff  and  the  general  public. 

ADOPTED:  3-2-87 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ADMINISTRATOR,  SAN  FRANCISCO  GENERAL  HOSPITAL  CODE:   11 6^ 

MEDICAL  CENTER 

CHARACTERISTICS  OF  THE  CLASS: 

Under  administrative  direction,  exercises  primary  responsibility  for  the  efficient 
operation  of  a  large  medical  center;  plans,  implements  and  directs  a  hospital-based 
comprehensive  community  medical  program  providing  a  wide  variety  of  inpatient  and 
ambulatory  services;  develops,  executes  and  coordinates  intra-and  interdepartmental 
policies,  methods  and  procedures;  impelements  and  promotes  efficient  and  economical 
administrative  techniques;  represents  the  medical  center  before  various  groups, 
especially  those  concerned  with  community  needs  and  issues;  and  performs  relates  duties 
as  required. 

DISTINGUISHING  FEATURES: 

This  single  position  class  has  line  responsibility  under  the  Director  of  Health 
for  the  efficient  operation  of  all  medical  and  non-medical  activities  at  San  Francisco 
General  Hospital  Medical  Center,  which  services  all  sections  of  the  City  and  is  also 
the  major  trauma  center  for  the  entire  City.  Appointment  to  this  position  is  made  by 
the  Director  of  Health. 

EXAMPLES  OF  DUTIES: 

1.  Organizes,  implements  and  controls  all  medical  and  non-medical  activities  of 
the  medical  center  in  order  to  achieve  its  objectives  and  insure  compliance  with  the 
standards  set  by  the  Joint  Commission  on  the  Accreditation  of  Hospitals  and/or  other 
accreditation  or  regulatory  agencies;  appraises  and  evaluates  all  operations  by  maintaining 
systematic  procedures  for  evaluating  the  quality  of  care  received  at  the  medical  center; 
reviews,  evaluates,  interprets,  and  carries  out  policies,  methods  and  procedures  through 
subordinate  administrators;  insures  that  policies  and  objectives  are  clearly  understood 
and  effectively  applied. 

2.  Coordinates  and  integrates  all  functional  phases  and  activities  of  the  medical 
center  to  achieve  a  multi-disciplinary  approach  to  the  delivery  of  health  care  services; 
supervises  the  medical  center  personnel  and  administrative  aspects  of  patient  admission, 
care  and  discharge  including  the  ambulatory  unit. 

3.  Confers  with  and  is  an  ex-officio  member  of  the  Community  Advisory  Board  and 
is  a  member  of  the  San  Francisco  Medical  Center  Outpatient  Improvement  Program  Board. 

h.      Formulates  procedures  and/or  programs  for  providing  health  care  services  that 
are  responsive  to  the  community  of  San  Francisco,  especially  the  ethnic  minorities,  the 
indigent  and  those  with  special  health  problems;  meets  with  groups  concerned  with  commu- 
nity issues,  appropriate  staff  and  others  to  assess  present  and  future  requirements,  trends 
and  problems. 

5.   Establishes  cooperative  relationships  with  the  health  community,  including  pro- 
fessional associations,  hospitals,  clinics,  medical  centers,  government  agencies  and  other 
health  organizations;  serves  as  an  ex-officio  member  of  the  medical  staff  Executive 
Committee  which  acts  in  an  advisory  capacity  to  the  medical  center  and  is  a  member  of  other 
standing  medical  or  advisory  committees;  authorizes  and  approves  the  release  of  news 
articles  to  the  press  and  other  media. 

DOC  PT. 


CLASS  TITLE:   ADMINISTRATOR,  SAN  FRANCISCO  GENERAL  HOSPITAL  CODE:   1164 

MEDICAL  CENTER  f 

EXAMPLES  OF  DUTIES:   (continued) 

6.  Exercises  general  supervision  and  directs  the  services  provided  by  the  University 
of  California  and  by  other  institutions  serving  the  medical  center;  reviews  and  accounts 
for  these  functions  to  the  Director  of  Health. 

7.  Determines  that  duties  and  responsibilities,  authority,  and  interrelationships 
are  clearly  defined  and  that  the  organizational  structure  is  planned  to  secure  efficiency; 
recommends  staffing  for  each  department  of  the  medical  center;  supervises  the  physical 
operations  of  the  medical  center  buildings  and  grounds;  and  gives  priorities  to  necessary 
capital  improvements. 

8.  Supervises  the  fiscal  administration  of  the  hospital,  such  as  the  preparation 

of  the  budget,  the  accounting  for  all  expenditures,  the  receipt,  deposit  and  optimization 
of  all  revenues  for  inpatient  and  outpatient  care  rendered  at  the  medical  center,  including 
reimbursement  from  local  State  and  Federal  agencies  and  private  insurance  programs. 

9.  Identifies  appropriate  grant  funds  for  and  coordinates  grants  from  various  funding 
sources  to  the  medical  center,  complying  with  grant  objectives  and  departmental  and  City 
requirements  under  the  direction  of  the  Director  of  Health. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  This  position  shall  be  held  by  either  (a)  a  physician 
(b)  a  hospital  administrator,  preferably  possessing  a  Master's  Degree  in  Hospital 
Administration  or  a  closely  related  field. 

Requires  at  least  five  years  of  experience  as  an  administrator  of  a  large  general      t 
teaching  hospital;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of:   hospital 
administration  and  management,  long-range  planning  techniques,  and  related  problems  in 
urban  areas. 

Requires  unusual  ability  to:   Plan,  coordinate  and  direct  the  work  of  subordinates; 
deal  tactfully  and  effectively  with  government  officials,  representatives  of  community 
interests,  the  general  public,  and  others  at  all  levels  of  government  or  business  activities. 

License:  Requires  possession  of  a  valid  license  to  practice  medicine  issued  by  the 
State  Board  of  Medical  Examiners;  however,  this  is  not  required  if  specialization  was 
hospital  administration. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination  under  Section  3«510 
of  the  Charter  of  the  City  and  County  of  San  Francisco. 

ADOPTED:   3-11 -77 

AMENDED:   6-4-79 


CLASS  TITLE:  DIRECTOR  OF  PUBLIC  HEALTH  CODE:   1166' 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  plans,  organizes  and  adminis- 
ters all  functions  and  activities  of  the  health  department,  including 
institutions,  clinios,  health  centers,  laboratories  and  food  and 
sanitary  inspections;  is  responsible  for  the  enforcement  of  all  public 
health  laws,  ordinances  and  regulations;  establishes  and  maintains 
community  and  professional  interest  in  public  health  matters;  and 
performs  related  duties  as  required. 

Requires  major  over-all  responsibility  for:  planning,  organizing 
and  coordinating  the  various  functions  and  activities  of  the  health 
department  in  accordance  with  established  policies,  methods  and  pro- 
cedures; all  forms  of  assets  of  the  entire  department,  including 
fiscal  management,  budget  preparation  and  budgetary  control;  continu- 
ing personal  contacts  with  subordinate  administrative  and  supervisory 
personnel,  representatives  of  various  medical  and  public  health  groups 
and  organizations  involving  high  level  professional,  specialized  and 
difficult  inter-relationships  concerning  a  wide  variety  of  public 
•health  matters;  directing  the  preparation,  maintenance,  review  and 
approval  of  all  operational,  statistical  and  specialized  records  and 
reports  for  the  department. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  organizes,  directs,  controls  and  reviews  the  operation 
of  all  department  functions  and  activities,  including  emergency  hospital 
service,  ,  san  francisco  general  hospital,  laguna  honda  home,  hassler 
health  home,  various  clinics,  district  health  centers,  public  health 
laboratories,  food  and  sanitary  inspection  services  and  other  related 
aspects  of  general  public  health  and  environmental  sanitation. 

2.  Formulates  general  health  policies  in  cooperation  with  the 
advisory  board  of  health  and  board  of  supervisors;  formulates  operating 
policies  and  procedures;  assigns  functions  and  activities  to  various 
departmental  subdivisions;  indicates  lines  of  authority  and  delegates 
responsibility;  coordinates  the  operations  of  the  various  subdivisions 
and  plans  new  programs  to  provide  more  effective  public  health  services. 

3.  Selects,  assigns  and  directs  the  training  and  evaluation  of 
subordinates,  including  both  medical,  administrative  and  non-medical 
professional  personnel;  directs  the  in-service  training  programs  for 
different  staffs. 

h.     Visits  various  divisions,  offices  and  facilities  of  the  depart- 
ment; confers  and  consults  with  bureau  chiefs,  institutional  adminis- 
trators, and  others  regarding  specific  activities  and  operations  of 
their  units;  confers  with  staff  members  on  policy  and  procedural  matters 
pertaining  to  central  office  or  their  individual  area  or  office  activities. 

5>.  Attends  conferences  with  the  chief  administrative  officer,  heads 
of  other  departments  or  subdivisions  of  the  city  government;  attends 
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conferences  with  outside  organizations  or  their  representatives,  includ- 
ing such  groups  as  university  of  California  medical  school,  county  medical 
society,  county  dental  society,  health  council  and  similar  voluntary  or 
semi-official  agencies. 

6.  Attends  meetings  of  the  board  of  supervisors  or  its  committees 
to  present  recommendations  and  justifications  or  to  answer  questions 
regarding  administrative  matters. 

7.  Attends  official  meetings  of  the  health  advisory  board  and 
mental  health  advisory  board;  presents  details  of  departmental  problems 
for  consultation  and  advice  as  a  basis  for  contemplated  actions. 

8.  Directs  the  preparation  of  annual  budget  estimates  for  the 
needs  of  the  various  divisions;  presents  and  justifies  budget  requests 
at  budget  hearings;  subsequently  is  responsible  for  controlling  depart- 
mental expenditures  within  approved  budget  allocations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  medical  school 
with  an  m.d.  degree,  supplemented  by  post-graduate  studies  in  public 
health  administration  with  an  m.p.h.  degree. 

Requires  at  least  fifteen  years  of  progressively  responsible 
experience  in  the  field  of  public  health  and  preventive  medicine,  at 
least  eight  years  of  which  shall  have  been  in  a  full-time  public  health 
top  administrative  capacity;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  thorough  knowledge  of: 
the  principles  and  practices  of  modern  medicine,  with  special  emphasis 
on  preventive  medicine;  public  health  administration,  including  the 
organization  and  operation  of  preventive  medical  programs  as  applicable 
to  school  health,  maternal  and  child  health,  communicable  disease 
control,  occupational  health  and  other  areas,  such  as  environmental 
sanitation,  public  health  nursing  and  health  education. 

Requires  outstanding  ability  and  skill  to:   effectively  apply  the 
principles  and  practices  of  public  health  administration  and  personnel 
management;  gain  effective  cooperation  and  use  of  community  resources 
and  private  organizations  concerned  with  public  health;  clearly  inter- 
pret all  applicable  laws,  ordinances  and  codes  relating  to.  public  health; 
direct  public  health  research  and  survey  techniques  and  statistical 
methods;  speak  and  write  clearly  and  effectively  in  establishing  and 
maintaining  good  relations  with  lay  and  professional  persons,  various 
outside  agencies  and  the  general  public. 

l.i  nnse:   Requires  possession  of  a:   valid  license  to  practice 
medicine  issued  by  the  state  board  of  medical  examiners;  certificate 
from  the         board  of  preventive  medicine,  or  eligibility  therefor. 


CLASS  TITLE:  DIRECTOR  OF  PUBLIC  HEALTH  CODE:   1166 

( Continued) 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from' examination. 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  HEALTH  CODE:   1168 

CHARACTERISTICS  OF  THE  CLASS: 

Under  policy  direction  and  approval  of  the  Health  Commission,  plans, 
organizes  and  directs  all  functions  and  activities  of  the  Department  of  Public 
Health,  Including  hospitals,  preventive  health  services,  emergency  medical 
services,  community  mental  health,  substance  abuse  and  forensic  services; 
directs  the  enforcement  of  all  public  health  laws,  ordinances  and  regulations; 
oversees  budget  preparation  for  all  departments  for  approval  of  Commission; 
establishes  and  maintains  community  and  professional  interest  in  public  health 
matters  regularly,  prepares  and  presents  reports  to  Health  Commission  on 
activities,  problems  and  needs  of  the  Department,  and  performs  related  duties 
as  required. 

DISTINGUISHING  FEATURES: 

In  accordance  with  Section  3.696  of  the  Charter  of  the  City  and  County  of 
San  Francisco,  the  Department  of  Public  Health  is  administered  by  a  Director 
of  Health  who  may  be  a  physician  or  non-physician.  If  the  incumbent  is  a 
physician,  he/she  will  also  be  appointed  as  the  County  Health  Officer  to 
perform  duties  as  required  under  California  Codes.  A  non-physician  incumbent 
will  be  responsible  for  the  management  of  the  Public  Health  Department, 
including  general  responsibility  for  code  requirements  which  will  be  carried 
out  by  a  physician  County  Health  Officer  he/she  appoints.  This  single 
position  class  1s  the  Chief  Executive  Officer  responsible  for  the  operation  of 
all  functions  and  activities  of  the  Department.  The  position  also  functions 
as  the  Local  Director  of  Mental  Health.  Appointment  to  this  class  is  made  by 
the  Health  Commision  of  the  City  and  County. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7.) 

1.  Serves  as  Chief  Executive  Officer  of  the  Health  Commission  reporting 
regularly  to  the  Commission  on  Departmental  programs;  develops  and  recommends 
general  health  policies  for  approval  of  Health  Commission;  implements  these 
through  policies  and  procedures;  assigns  functions  and  activities;  delegates 
authority. 

2.  Plans,  organizes,  directs,  controls  and  reviews  the  operation  of  all 
departmental  functions  and  activities,  including  Emergency  Hospital  Services, 
San  Francisco  General  Hospital  Medical  Center,  Laguna  Honda  Hospital,  various 
clinics,  district  health  centers,  public  health  laboratories,  food  and 
sanitary  inspection  services  and  other  related  aspects  of  general  preventive 
services  and  environmental  sanitation,  medical  emergency  services,  toxics, 
hazardous  waste  and  safety  services,  through  supervision  of  the  Deputy 
Directors,  Hospital  Executive  Administrators  and  heads  of  major  units. 

3.  Interacts  with  groups  concerned  with  community  issues  in  order  to 
assess  neighborhood  community  needs;  devises  programs  that  respond  to  the 
needs  of  various  communities  of  San  Francisco,  with  particular  attention  to 
such  groups  as  ethnic/racial  and  sexual  minorities,  the  indigent  and  those 
with  special  health  care  problems. 

4.  Consults  with  division  chiefs,  institutional  administrators,  and 
others  regarding  specific  activities  and  operations  of  their  divisions; 
confers  with  staff  members  on  policy  and  procedures  matters  pertaining  to 
their  responsibilities. 
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EXAMPLES  OF  DUTIES:   Cont. 

5.  Communicates  regularly  with  the  Mayor  and  Mayor's  staff  1n  regard  to 
the  Department's  activities  and  coordination  of  efforts  with  other  City 
departments  in  addressing  needs  of  the  City;  represents  the  Department  of 
Public  Health  before  legislative  boards,  outside  organizations  such  as 
professional  societies,  educational  Institutions  and  community  organizations 
and  the  media. 

6.  Serves  as  a  member  of  various  advisory  boards  whose  Interest  relates 
to  public  health  or  other  community  programs  Involving  activities  or 
responsibilities  of  the  Health  Department;  renders  consultation  and  advice 
regarding  public  health  related  matters;  delegates  advisory  and  consultation 
activities  as  necessary. 

7.  Through  subordinates,  coordinates  departmental  programs  and 
priorities;  directs  the  development  of,  and  recommends  the  annual  budget  as 
well  as  capital  improvement  programs  for  commission  consideration  and  approval 

8.  When  a  licensed  physician,  performs  the  duties  of  the  County  Health 
Officer  as  required  by  California  Code;  enforces  orders,  regulations,  rules 
and  statutes,  and  takes  preventive  measures  during  an  emergency,  pursuant  to 
California  Code.   If  a  non-physician,  appoints  a  physician  to  perform  these 
functions . 

QUALIFICATIONS: 

Knowledge.  Abilities  and  Skills:  Thorough  knowledge  of  the  principles  and 
practices  of  modern  public  health  and  medicine,  with  special  emphasis  on 
preventive  medicine;  public  health  administration,  Including  the  organization 
and  operation  of  preventive  medical  programs  as  applicable  to  school  health, 
maternal  and  child  health,  community  mental  health,  communicable  disease 
control,  occupational  health  and  other  areas,  such  as  environmental 
sanitation,  medical  emergency  services,  toxics,  hazardous  wastes  and  safety 
services,  public  health  nursing  and  health  education,  hospital  administration; 
and  health  care  policy,  financing  and  planning. 

Outstanding  ability  and  skill  to:  Communicate  with  elected  and  appointed 
officials,  Mayor,  Board  of  Supervisors;  effectively  apply  the  principles  and 
practices  of  public  health  administration,  financial  and  personnel  management; 
gain  effective  cooperation  and  use  of  community  resources  and  private 
organizations  concerned  with  preventive  services;  clearly  Interpret  all 
applicable  laws,  ordinances  and  codes  relating  to  public  health;  direct  public 
health  research,  survey  techniques  and  statistical  methods;  speak  effectively 
and  write  clearly  and  concisely;  establish  and  maintain  good  relations  with 
lay  and  professional  persons,  various  outside  agencies  and  the  general  public. 

License :   In  order  to  perform  the  duties  of  County  Health  Officer,  the 
position  requires  possession  of  a  valid  license  to  practice  medicine  issued  by 
the  California  State  Board  of  Medical  Examiners;  certificate  from  the  American 
Board  of  Preventive  Medicine,  or  eligibility  therefor.  Under  Charter  Section 
3.896  this  requirement  may  be  waived. 

Class  exempt  from  Civil  Service  examination  under  Section  3.696  of  the 
City  Charter. 

ADOPTED:   11-01-75 

AMENDED:   01-04-78;  11-20-78;  5-18-92 


SAW  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:   SECRETARY  AND  ASSISTANT  GENERAL  MANAGER, 

ADMINISTRATIVE,  PUBLIC  UTILITIES  CODE:   1171 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  policy  determination  of  the  Public  Utilities  Commission 
and/or  administrative  approval  of  the  General  Manager  of  Public  Utilities  acts 
as  the  principal  assistant  to  the  General  Managerj  is  responsible  for  directing 
the  administrative  activities  and  services  of  several  large  public  utilities; 
assists  in  the  exercise  of  administrative  direction  and  co-ordination  over 
employees  engaged  in  the  operations  of  the  several  utilities;  acts  as  or  for 
the  General  Manager  of  Public  Utilities  as  directed;  acts  as  secretary  to  the 
Public  Utilities  Commission;  directs  the  work  of  an  office  staff  and  performs 
related  duties  as  required. 

Requires  considerable  responsibility  for:   interpreting,  carrying  out, 
enforcing  and  co-ordinating  administrative  policies,  methods  and  procedures 
affecting  the  activities  of  several  large  utilities  and  assisting  in  developing 
and  installing  new  administrative  policies,  methods  and  procedures;  exercising 
judgment  in  analyzing  complex  administrative  problems  and  formulating  recom- 
mendations as  a  basis  for  important  administrative  decisions;  making  con- 
tinuing important  contacts  with  department  heads,  governmental  officials, 
legislative  bodies,  business  organizations  and  the  general  public  and  others 
to  discuss,  explain  and  interpret  policies,  rules  and  regulations  governing 
all  activities  under  the  jurisdiction  of  the  Public  Utilities  Commission; 
preparing  or  co-ordinating  the  preparation  of  important  detailed  and  complex 
administrative  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  As  the  principal  administrative  assistant  to  the  General  Manager 
of  Public  Utilities  is  responsible  for  directing  co-ordination  and  control  of 
the  administrative  services  of  the  Municipal  Railway,  Water  Department,  Airport, 
and  Hetch  Hetchy  Project,  as  well  as  the  several  bureaus  under  the  jurisdiction 
of  the  Public  Utilities  Commission,  to  help  insure  efficiency  and  economy  of 
operation. 

2.  Analyzes  department  operations  and  makes  recommendations  thereon 
for  the  General  Manager's  consideration;  reviews  reports  and  recommendations 
of  line  management  and/or  staff  bureaus  regarding  departmental  operations  and 
procedures  with  power  of  approval  or  rejection;  confers  with  department  and 
bureau  heads  to  obtain,  amplify,  and  clarify  information  needed  to  assist  the 
General  Manager  in  preparing  and  making  recommendations  to  the  Public  Utilities 
Commission. 

3.  Assists,  at  the  direction  of  the  General  Manager,  department  and 
bureau  heads  in  establishing  improved  methods  of  administration  in  the 
organization  and  operation  of  the  departments  and  bureaus  under  their  super- 
vision. 

h.  Assists  and  acts  for  the  General  Manager  in  a  wide  variety  of 
administrative  matters  requiring  a  working  knowledge  of  the  principles  of 
accounting,  public  relations  and  personnel  administration. 

5.  Plans  and  directs  the  preparation  of  Commission  calendar  and 
recording  of  official  acts  of  the  Commission;  supervises  the  activities  of 
subordinate  personnel  engaged  in  such  work. 

6.  Plans  and  directs  the  proper  administration  of  contract  pro- 
cedures; receives,  opens,  and  records  bids  for  contractual  work  and  services. 
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ADMINISTRATIVE,  PUBLIC  UTILITIES   (Continued)     CODE:   1171 

7.  Has  charge  of  the  review  and/or  reviews  a  wide  variety  of  correspond- 
ence as  to  form,  content,  consistency  of  application  and  adherence  to  established 
laws,  policies,  rules  and  regulations. 

8.  Assists  in  maintaining  contacts  with  other  city  departments  by  acting 
as  liaison  between  the  General  Manager  and  the  staffs  of  the  other  city  depart- 
ments . 

9.  Represents  the  General  Manager  and/or  Public  Utilities  Commission, 
as  directed,  at  meetings  with  governmental  officials,  legislative  bodies, 
representatives  of  business  organizations  and  community  service  groups,  as 
well  as  the  general  public  in  furnishing  and  exchanging  information,  explaining 
policies,  procedures  and  regulations  on  complex  administrative  problems 
relating  to  the  public  utilities  under  the  jurisdiction  of  the  General  Manager 
and  Commission. 

10.  Reviews  state  and  federal  legislation  of  concern  to  departments 
under  the  Utilities  Commission;  directs  same  to  attention  of  department  heads; 
serves  as  alternate  for  the  General  Manager  on  the  Mayor's  State  and  Federal 
legislation  committees;  may  assist  state  legislative  representative  in 
utility  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
political  science,  economics,  public  or  business  administration  or  a  closely 
related  field. 

Requires  at  least  twelve  years  of  experience  in  a  large  governmental 
jurisdiction  or  private  corporation  at  progressively  responsible  administrative 
levels  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of: 
the  operating  policies  and  procedures  of  the  city-county  owned  utility 
organization  and  the  ability  and  skill  to:   assist  in  the  administrative  co- 
ordination and  control  of  said  utility  organization  composed  of  separate  and 
diverse  utilities;  represent  and  act  for  the  General  Manager  and  the  Commission; 
establish  and  maintain  important  personal  contacts  with  municipal  officials, 
business  and  civic  groups  and  other  governmental  Jurisdictions;  deal  courteously, 
effectively  and  tactfully  with  all;  and  prepare  and  present  effective  oral  and 
written  reports. 

PROMOTIVE  LINES: 

To:   No  normal  lines  of  promotion 

From:   Position  exempt  from  examination 
ADOPTED:   12/ 1 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   GENERAL  MANAGER  OF  PUBLIC  UTILITIES  CODE:   1172 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  policy  determination  of  the  public  utilities  commis- 
sion^ acts  as  executive  officer  for  the  public  utilities  commission  in 
managing  all  departments,  bureaus,  and  operations  under  its  jurisdiction; 
exercises  administrative  direction  and  coordination,  through  subordinate 
department  heads  and  bureau  chiefs,  over  employees  engaged  in  the  operations 
of  the  several  utilities;  directs  public  relations,  personnel,  safety,  and 
fiscal  activities;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   coordinating,  approving  and 
executing  policy  and  methods  affecting  the  operations  of  several  major 
utilities  and  bureaus;  achieving  widespread  economies  and/or  preventing 
widespread  losses  through  the  efficient  management  of  a  very  large 
organization  composed  of  several  utilities  and  services  with  combined 
assets  of  very  high  value;  making  continuing  personal  contacts  to 
establish  and  maintain  public  relations  frequently  involving  difficult 
negotiations  and  presentation  and  interpretation  of  policies,  rules  and 
regulations  with  administrative  officials  and  representative  groups; 
directing  the  preparation,  approval,  review  and  maintenance  of  a  variety 
of  important  utility  records  and  reports  affecting  all  operational, 
maintenance  and  administrative  units. 

EXAMPLES  OF  DUTIES: 

la  Administers  all  affairs  of  the  public  utilities  commission  to 
insure  that  efficiency  and  economy  of  operation  are  achieved,  the  public 
interest  is  served  and  citizens  are  kept  fully  informed  of  all  utilities 
activities. 

2 9  Manages  all  utilities,  bureaus  and  operations,  including 
direct  supervision  of  department  heads,  bureau  chiefs,  administrative, 
secretarial  and  clerical  assistants,  subject  only  to  the  approval 
of  the  commission,  including  appointment  and/or  removal  of  department 
and  bureau  heads. 

3.  Makes  recommendations  to  the  commission  on  policy  matters  and 
actions  considered  necessary  for  the  proper  accomplishment  of  its 
responsibilities;  analyzes  and  makes  recommendations  concerning  inquiries 
and  suggestions  made  by  members  of  the  commission. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  preferably  with  major 
course  work  in  civil,  electrical,  or  mechanical  engineering,  law  or 
business  administration. 

Requires  at  least  five  years  of  experience  in  a  large  governmental 
jurisdiction  at  a  responsible  administrative  level  and  at  least  ten  years 
of  management  experience  in  the  public  or  private  utility  field. 
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Knowledge,  Abilities  and.  Skills:  Requires  a  comprehensive  knowledge 
of  the  operation  of  all  the  city-county  utilities  and  the  ability  to 
exercise  exceptional  administrative  ingenuity,  independent  analysis, 
adaptability  and  judgment  on  unusual  and  highly  specialized  professional 
and/or  mai  agement  proposals  with  difficult,  complicated  choices  of 
action. 

Requires  ability  to:  make  recommendations  graphically  and  concisely 
and  present  them  effectively  to  boards,  commissions  and  the  public; 
maintain  good  relations  in  dealing  with  the  public,  civic  organizations, 
groups,  department  heads  and  legislative  bodies. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion — position  exempt  from  examination. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


(NEW  CLASS) 


CLASS  TITLE:  DEPUTY  GENERAL  MANAGER  OF  PUBLIC  UTILITIES  AND  CODE:  1173 

DIRECTOR,  BUREAU  OF  OPERATIONS 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval  of  the  General  Manager  of  Public  Utilities, 
assists  in  the  coordination  and  control  of  the  operating  utilities;  coordinates 
utilities  activities  with  other  City  departments;  acts  as  chief  executive  officer 
of  the  utilities  in  the  General  Manager's  absence. 

Requires  major  responsibility  for:  Interpreting  and  enforcing  Commission  policy; 
assuring  the  effective  management,  coordination,  and  essential  growth  of  utility 
departments;  appraising  the  performance  of  departmental  management;  advising  and 
counseling  the  department  heads  on  all  phases  of  operations;  exercising  judgment 
in  analyzing  and  making  decisions  concerning  important  operating  problems;  super- 
vising the  execution  of  expansion  and  improvement  projects  by  the  utilities; 
formulating  and  recommending  to  the  General  Manager  operating  policies,  plans  and 
programs;  representing  the  General  Manager  of  Public  Utilities  to  important  public 
and  private-  groups  and  individuals  as  required. 

EXAMPLES  OF  DUTIES: 

1.  Assists  the  General  Manager  of  Public  Utilities  in  the  overrll  direction 
of  the  operations  of  the  Municipal  Railway,  Airport,  Mater  and  Hetch  Hetchy  De- 
partments; maintains  daily  communications  with  each  utility  department  to  render 
advice  and  support  as  necessary. 

2.  Participates  in  or  makes  decisions  concerning  operating  problems  which 
cannot  be  resolved  at  the  departmental  level. 

3.  Reviews  reports  and  recommendations  of  department  and  bureau  management 
regarding  departmental  operations  and  procedures  with  power  of  approval  or  rejec- 
tion; confers  with  department  and  bureau  heads  to  obtain,  amplify,  and  clarify  in- 
formation needed  to  prepare  recommendations  to  the  General  Manager  and/or  where 
required  to  the  Public  Utilities  Commission  for  improved  methods  of  operation. 

lu  Assists  the  General  Manager  in  formulating  long-range  plans  and  programs 
for  the  operating  utilities,  and  works  with  the  General  Manager  and  department  and 
bureau  heads  to  integrate  and  coordinate  the  operating  plans  and  programs  of  the 
utilities. 

5.  Ensures  that  authorized  plans,  programs,  and  directives  concerning  the 
utility  departments  are  properly  implemented  and  executed. 

6.  Informs  the  General  Manager  and,  when  required,  the  Commission  on  the 
overall  operating  activities,  conditions  and  trends  in  each  utility  department. 

7.  Guides  the  department  heads  in  effectively  utilizing  the  knowledge  and 
assistance  available  from  the  staff  bureaus,  other  City  agencies  and  outside  con- 
sultants. 

8.  Represents  the  General  Manager  and/or,  where  designated,  the  Public 
Utilities  Commission  to  groups  or  individuals  interested  in  or  affected  by  the 
ordinary  operations  of  the  Public  Utilities  and  performs  any  other  special  assign- 
ments as  directed  by  the  General  Manager  of  Public  Utilities. 

1 ILNLMUM  QUALIFICATION S : 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or  uni- 
versity  with  a  baccalaureate  degree  with  major  course  work  in  business  or  public 
administration,  civil  engineering,  or  a  related  field. 

Requires  at  least  fifteen  years  of  management  experience  in  a  large  govern- 
ment jurisdiction  or  private  corporation  at  progressively  responsible  levels, 
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CLASS  TITLE:  DEPUTY  GENERAL  MANAGER  OF  PUBLIC  UTILITIES  AND  CODE:  1173 

DIRECTOR,   BUREAU  OF  OPERATIONS 


MINIMUM  QUALIFICATIONS:   (contd) 

with  at  least  ten  years  of  management  experience  being  in  the  public  service 
agencies  or  private  utility  fields  related  to  operations  under  the  jurisdiction  of 
the  Public  Utilities  Commission. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge  of  the 
operating  methods  and  practices  of  large  public  service  enterprises;  ability  to 
conduct  independent  analyses  of  and  make  decisions  concerning  complex  operating 
problems^  and  outstanding  management  skills. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination  under  Section 
121;  of  the  City  Charter. 

ADOPTED:  10/28/68 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   DIRECTOR,  BUREAU  OF  TRANSPORTATION  CODE:   1174. 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  administrative  approval  of  the  General  Manager  of  Public  Utilities, 
initiates  and  recommends  policies  and  plans  for  developing  integrated  transporta- 
tion and  transit  systems  for  the  City  and  County  of  San  Francisco;  formulates  pro- 
grams for  improving  transportation  systems  and  facilities,  and  coordinates  the 
transportation  plans  and  operations  of  the  Public  Utilities  with  public  and  pri- 
vate agencies,  especially  the  Chief  Administrative  Officer  and  the  Director  of 
City  Planning,  and  other  individuals  and  agencies  engaged  in  transportation  plan- 
ning and  related  activities  affecting  the  mass  movements  of  people  and  goods  with- 
in the  Bay  Area . 

Requires  major  responsibility  for:   Originating  and  conducting  research  and  plan- 
ning of  all  modes  of  public  transportation;  developing  plans  and  programs  for  in- 
tegrated mass  transportation  and  rapid  transit  systems;  advising  and  counseling 
the  General  Manager  of  Public  Utilities  and  the  Public  Utilities  Commission  as 
required  on  all  aspects  of  public  transportation  problems;  representing  the  General 
Manager  of  Public  Utilities  and  the  Commission  when  necessary  to  important  federal, 
state,  local,  and  private  agencies  and  individuals  engaged  in  transportation  plan- 
ning and  related  activities;  providing  guidance  in  the  execution  of  transportation 
expansion  and  improvement  projects;  and  maintaining  cooperation  and  support  among 
all  City  government  departments  involved  in  developing  policies  and  plans  for  im- 
proved public  transportation  systems  and  facilities,  especially  as  they  relate  to 
the  responsibilities  of  the  Public  Utilities  Commission  for  coordinated  air  and 
surface  transportation. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  in  cooperation  with  the  Director  of  City  Planning  and  others,  in- 
volved planning  efforts  for,  and  defines  for  the  General  Manager  of  Public  Utili- 
ties and  the  Commission  the  Commission's  role  in: 

a.  Integration  of  the  transit  networks  of  the  Municipal  Railway  and  the 
Bay  Area  Rapid  Transit  District; 

b.  Expansion  of  surface  transportation  systems  to  include  rapid  transit 
to  San  Francisco  International  Airport  and  express  transit  and  bus 
service  to  and  from  other  heavy  traffic  centers  to  facilitate  economic 
development  of  the  City; 

c.  Modernization  of  air  transportation  systems  in  cooperation  with  the 
General  Manager  of  the  International  Airport  and  others  to  include  an 
area- wide  heliport  network,  and  "STOL"  airport  facilities; 

d.  Utilization  of  water  transportation  by  integrating  existing  systems 
with  hydrofoils,  ferries,  and  other  trans-bay  facilities;  and, 

e.  Coordination  of  all  modes  of  transportation  in  the  City  and  the 
Greater  Bay  Area,  where  Utilities  Commission  transportation  responsi- 
bilities are  significantly  involved,  through  unified  planning  for  mass 
transit  systems,  future  general  aviation  and  commercial  aviation  air- 
port systems,  heliports,  highways,  freeways,  bridges  and  bay  crossings, 
and  other  facilities  of  ground,  air,  and  water  transportation  with 
particular  emphasis  on  coordination  with  existing  and  future  San 
Francisco  transportation  operations. 

2.  Coordinates  the  transportation  plans  and  activities  of  the  public  utilities 
with  City  government  departments,  including  the  Chief  Administrative  Officer, 
Director  of  City  Planning,  Department  of  Public  Works  and  various  local,  regional, 
state,  and  federal  agencies. 
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3.  Assumes  an  effective  role  for  the  Public  Utilities  Commission  in  the 
planning  and  development  of  Bay  Area  regional  transportation  and  mass  transit  sys- 
tems with  consideration  for  all  modes  of  travel,  and  maintains  close  working  relation- 
ships with  and  represents  the  Public  Utilities  Commission,  as  required  to: 

a.  Bay  Area  Rapid  Transit  District 

b.  Bay  Area  Transportation  Study  Committee 

c.  West  Bay  Rapid  Transit  District 

d.  Bay  Area  Regional  Organization  Study  Committee 

e.  Association  of  Bay  Area  Governments 

f .  Marin  Planning  Commission 

g.  San  Mateo,  Alameda,  Santa  Clara  and  other  counties 

h.  Other  local,  regional,  state,  and  federal  agencies,  associations, 
groups,  or  individuals  engaged  in  planning,  constructing,  or 
operating  Bay  Area  transportation  or  transit  systems  and  facilities 
which  significantly  affect  the  responsibilities  of  the  Public  Util- 
ities Commission. 

4.  Identifies  opportunities  for  innovations  and  improvements  in  transporta- 
tion systems  and  methods  through  establishing  and  maintaining  close  contacts  with 
public  agencies  and  private  industry  engaged  in  research  and  development  of  new 
transportation  modes. 

5.  Assists  the  General  Manager  in  obtaining  federal,  state,  and  local 
financial  and  technical  assistance  for  public  transportation  programs. 

6.  Provides  guidance  in  the  implementation  of  transportation  improvements 
and  expansion  projects,  including: 

a.  The  current  Airport  Department  expansion  project,  and 

b.  The  planned  replacement  of  Municipal  Railway  buses  and  other 

equipment . 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  possession  of  a  degree  in  civil  engineering, 
urban  planning,  transportation  planning,  business  administration,  or  related 
subjects. 

Requires  ten  years  of  progressively  responsible  experience  in  the  planning  and 
development  of  major  urban  transportation  systems,  in  a  management  position  within 
local,  state,  or  federal  government,  or  as  a  private  consultant,  or  an  equivalent 
combination  of  training  and  experience;  requires  an  established  reputation  for  ex- 
cellence in  the  field  of  urban  transportation  planning. 

Knowledge.,  Abilities  and  Skills:   Requires  comprehensive  knowledge  of:  general 
management,  administration,  long-range  planning  techniques;  urban  transportation 
planning,  and  the  programs  of  the  City  and  County  of  San  Francisco,  the  regional, 
state,  and  federal  agencies  involved  in  planning  and  developing  transportation  sys- 
tems in  the  Day  Area;  and  a  good  knowledge  of  the  principles  and  practices  of 
I  on  managemei 

ires  unusual  ability  to:  plan,  coordinate,  and  direct  the  work  of  subordi- 

government  officials,  representatives  of 
eneral  p  *n   at  all  levels  of  government  or 

business        ies. 

PROMOTI'.  <n   -  posi  ' 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   DIRECTOR,  UTILITIES  PROPERTY  MANAGEMENT  BUREAU  CODE:   1175 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  the  administrative  approval  of  the  General  Manager  of  Public  Utilities, 
plans  and  administers  the  further  utilization  and  development  of  the  extensive  land 
resources,  related  improvements  and  other  properties  of  the  City  and  County  of  San 
Francisco  under  the  jurisdiction  of  the  Public  Utilities  Commission,  for  the  pur- 
pose of  realizing  the  highest  possible  public  benefit  from  such  land  and  improvements 
and  other  properties  compatible  with  utility  service  needs  and  objectives. 

Requires  major  responsibility  for:   Initiating  and  recommending  to  the  General  Mana- 
ger and/or  the  Public  Utilities  Commission,  as  necessary,  policies  and  plans  for 
commercial,  industrial,  preservation  of  open  space,  and  active  recreational  develop- 
ment of  Public  Utilities  land;  exercising  initiative  and  ingenuity  in  promoting  de- 
velopment where  desirable  and  consistent  with  land  use  policies  of  the  Commission, 
to  increase  revenues  from  properties  and  public  land  utilization;  attracting  and 
evaluating  public  and  private  financing  proposals;  locating,  negotiating  with,  and 
assisting  property  users  and  developers;  preparing,  negotiating,  and  administering 
leases,  contracts,  and  other  property  agreements;  establishing  and  maintaining  close 
relationships  with  cities,  counties,  and  other  government  agencies  and  groups  con- 
cerned with  or  affected  by  utility  property  uses  and  development;  and  interpreting 
utility  policies  to  developers,  lessees,  and  other  interested  parties. 

EXAMPLES  OF  DUTIES: 

1.  Establishes  and  maintains  a  comprehensive  inventory  of  the  location  and  use 
of  all  land  and  improvements  under  the  jurisdiction  of  the  Public  Utilities  Com- 
mission, consisting  of  more  than  60,000  acres  in  several  counties,  both  within  and 
outside  of  the  City  and  County  of  San  Francisco. 

2.  Requests  appraisals  and  evaluations  of  Public  Utility  land  in  cooperation 
with  the  Director  of  Property  and  the  City  Attorney  as  required,  and  reviews  and 
evaluates  existing  uses  in  execution  of  a  sound,  long-range  utilities  property  pro- 
gram. 

3 .  Identifies  opportunities  and  requirements  for  increasing  revenues  and  pub- 
lic land  utilization  for  the  highest  public  benefit  with  full  consideration  of  its 
effect  on  the  total  environment . 

U-  Develops  a  comprehensive  master  plan  for  future  use  of  utility  property, 
with  a  view  to: 

a.  Preserving  vital  utility  uses. 

b.  Maximizing  financial  return  to  the  City  and  County  of  San  Francisco 
consistent  with  the  City's  traditional  concern  for  conservation  and 
historical  values. 

5-  Works  closely  with  other  City  government  departments,  including  the  Di- 
rector of  Property,  Director  of  City  Planning,  Director  of  Public  Works,  and  the 
General  Manager,  Recreation  and  Park  Department,  in  carrying  out  an  integrated 
property  development  plan  for  the  City. 

6.  Promotes,  solicits,  and  analyzes  individual  development  and/or  use  pro- 
posals; meets  with  prospective  users  and  developers  and  lessees  and  interprets 
policies  regarding  the  use  of  utility  lands,  improvements  and  properties,  and  dis- 
cusses proposed  uses;  prepares  reports  and  recommendations  to  the  General  Manager 
of  Public  Utilities. 

7.  Negotiates  and  renegotiates  contracts,  leases,  and  other  property  agree- 
ments, within  policy  guidelines  established  by  the  Public  Utilities  Commission  or 
the  Board  of  Supervisors  when  required  by  the  City  Charter. 

8.  Reviews  and  approves  the  design  and  construction  of  facilities  by  private 
developers  and  other  users  on  utility  property,  as  necessary,  and  after  consultation 
with  other  affected  City  officers  or  agencies. 
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EXAMPLES  OF  DUTIES  -  CONTINUED 

9.  Administers  the  negotiation  of  easements,  rights  of  way,  use  permits, 
and  licenses. 

10.  Represents  the  General  Manager  of  Public  Utilities  and  the  Commission 
as  required  to  administrative  officials,  legislative  bodies,  representatives  of 
public  or  private  groups,  and  others  interested  in  or  affected  by  the  use  and 
development  of  utility  property. 

11.  Supervises  and  oversees  the  execution  of  development  projects  approved  by 
the  Public  Utilities  Commission,  such  as:  (a)  the  Crystal  Springs  Golf  Course, 

(b)  the  Sunol  Valley  Golf  Course  and  Country  Club,  and  (c)  diverse  agricultural  and 
other  uses  of  a  wide  variety. 

12.  Administers  the  payment  of  taxes,  insurance,  assessments,  and  other 
charges  affecting  utility  property  and  works  with  the  City  Attorney  and  others  to 
report  periodically  on  taxes  as  they  affect  total  financial  return  to  the  City  and 
County . 

13-  Acts  as  custodian  of  all  records,  reports,  surveys,  and  other  documents 
concerning  public  utility  land,  improvements  and  properties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college  or  uni- 
versity, with  a  baccalaureate  degree,  preferably  with  major  course  work  in  business 
administration,  economics,  finance,  law  or  a  related  field. 

Requires  at  least  ten  years  of  progressively  responsible  experience  in  one  or 
a  combination  of  the  following: 

1.  The  development  of  commercial  or  industrial  properties? 

2.  Management  of  a  financial,  land,  or  properties  department  of  a  large 
public  service  or  private  enterprise,  which  included  responsibility 
for  site  selection,  appraisal,  leasing  industrial  or  commercial 
development  property,  and  financing  the  construction  of  new  facilities} 

3.  Experience  in  coordinating  the  activities  of  public  agencies  and 
privately  owned  groups  where  land  or  property  management  affected  the 
esthetic  and  economic  development  of  communities. 

Knowledge,  Abilities  and  Skills:   Requires  a  comprehensive  knowledge  of: 
finance,  property  development  planning,  real  estate  investments,  and  the  principles 
and  practices  of  property  management  and  administration  consistent  with  attractive 
community  development . 

Requires  ability  to:   plan,  coordinate  and  direct  the  work  of  subordinates; 
deal  tactfully  and  effectively  with  representatives  of  outside  groups  and  interests, 
at  all  levels  of  government  or  business  activities;  exercise  imagination  and  crea- 
tivity in  originating  development  proposals  for  final  approval  by  the  Public 
Utilities  Commission  and/or  the  Mayor  and  Board  of  Supervisors  when  required. 

PROMOTIVE  LINES:  No  normal  lines  of  promotion  -  position  exempt  from  examination 
under  Section  124.  of  the  City  Charter. 


AMENDED:   1 1 /A/68 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION  - 


CLASS  TITLE:  EXECUTIVE  ASSISTANT  TO  THE  CODE:   1180 

CHIEF  ADMINISTRATIVE  OFFICER 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  top  management  approval,  acts  as  a  principal  assistant  to 
the  chief  administrative  officer  in  exercising  direction  and  control  of 
the  activities  and  services  of  several  large  departments  and  other  special 
functions  and  activities,  as  prescribed  by  charter  or  ordinance;  acts  for 
the  chief  administrative  officer  in  his  absence;  and  performs  related  duties 
as  required. 

Requires  considerable  responsibility  for:   carrying  out,  enforcing  and 
coordinating  policies,  methods  and  procedures  affecting  the  activities  of 
the  services  of  several  large  departments  and  other  specialized  activities 
and  assisting  in  developing  and  installing  new  policies  and  procedures; 
exercising  discriminating  judgment  in  analyzing  complex  administrative  prob- 
lems and  formulating  recommendations  as  a  basis  for  important  administrative 
decisions;  making  frequent  important  contacts  with  department  heads,  legis- 
lative bodies,  administrative  officials,  general  public,  and  others  to  discuss, 
explain  and  interpret  policies,  rules  and  regulations  governing  al1  activities 
under  the  jurisdiction  of  the  chief  administrative  officer;  preparing  or 
supervising  the  preparation  of  important  detailed  and  complex  financial  oper- 
ational and  other  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  a  principal  assistant  to  the  chief  administrative  officer 
in  exercising  supervision,  coordination  and  control  of  the  activities  of 
the  departments  of  public  works,  public  health,  finance  and  records,  ur- 
chasing,  electricity,  coroner,  weights  and  measures,  agriculture  and  real 
estate, 

2.  Conducts  or  directs  investigations  and  prepares  recommendations 
on  departmental  expenditures,  personnel,  organization  functions  and  pro- 
cedures, and  other  assigned  matters  and  problems. 

3.  Analyzes  departmental  reports,  programs,  budget  requests,  supple- 
mental appropriations,  requests  for  additional  allotments,  transfer  of  funds, 

and  makes  or  directs  investigative  reports  and  recommendations  thereon; 
when  requested  by  the  chief  administrative  officer,  approves  budget  requests 
and  other  fiscal  matters  and  personnel  activities. 

4«   Manages  the  publicity  and  advertising  fund  for  the  chief  admin- 
istrative officer;  prepares  or  directs  the  preparation  of  publicity  re- 
garding the  office  of  the  chief  administrative  officer  and  departments  and 
activities  supervised. 

5*   Represents  the  chief  administrative  officer  at  meetings  with  admin- 
istrative officials,  legislative  bodies,  representatives  of  outside  organ- 
izations and  groups,  and  the  general  public  in  furnishing  and  exchanging 
information,  explaining  policies,  procedures  and  regulations  on  complex 
administrative  problems „ 

6.  Assigns,  supervises  and  reviews  the  work  of  al"1  accounting  and 
clerical  personnel  assigned  to  the  chief  administrative  officer;   acts  for 
the  chief  administrative  officer  in  his  absence. 


CLASS  TITLE:   EXECUTIVE  ASSISTANT  TO  THE  CODE:   1180 

CHIEF  ADMINISTRATIVE  OFFICER  (continued) 


MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in  pub- 
lic or  business  administration. 

Requires  at  least  ten  years  of  experience  in  a  large  governmental 
jurisdiction  at  progressively  responsible  administrative  levels,  includ- 
ing public  relations  activities;  or  an  equivalent  combination  of  training 
and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
the  operations,  services  and  activities  of  all  the  departments  supervised; 
the  principles  of  organization  and  management,  personnel  administration, 
supervision  and  in-service  training;  governmental  finance,  budgeting  and 
governmental  accounting. 

Requires  ability  to:  coordinate  th^  affairs  of  a  number  of  depart- 
ments; exercise  sound  judgment  and  make  independent  analysis  and  recomm- 
endations on  difficult  administrative  problems;  develop  and  install  new 
procedures  and  methods  of  operation;  speak  and  write  effectively;  deal 
effectively,  courteously  and  tactfully  with  department  heads,  subordinates, 
and  others,  including  the  general  public. 

PROMOTIVE  LINKS: 

To:  No  normal  lines  of  promotion 

From:   Original  entrance  examination 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE i      CHIEF  ADMINISTRATIVE  OFFICER  CODE:   1182 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  executive  approval,  exercises  administrative  direction 
and  control  over  all  the  activities  and  services  of  several  large  operating 
departments  and  other  special  activities  as  prescribed  by  charter  or  ordi- 
nance; appoints  department  heads  and  members  of  advisory  or  other  boards; 
and  performs  related  duties. as  required,. 

Requires  major  responsibility  for:   coordinating,  approving  and  exe- 
cuting policy  and  methods  affecting  all  activities  and  services  of  several 
large  operating  departments,  specialized  agencies  and  activities  as  pre- 
scribed by  charter  and  ordinance;  achieving  widespread  economies  and/ or 
preventing  widespread  losses  through  the  efficient  management  of  several 
large  organizational  units  with  combined  assets  of  very  high  value;  making 
contacts  through  continuing  personal  relationships  to  establish  and  main- 
tain good  public  relations ,  frequently  involving  difficult  negotiations  and 
presentations  and  the  interpretation  of  policies,  rules  and  regulations  with 
administrative  officials,  representative  groups  and  legislative  bodies; 
directing  the  preparation,  review  and  approval  of  records  and  reports 
affecting  all  operational  and  administrative  unit3,  including  highly 
specialized  technical  or  staff  units  and  drawing  conclusions  therefrom  upon 
which  administrative  decisions  are  basedo 

EXAMPLES  OF  DUTIES: 

1.   Through  subordinate  department  heads,  directs  and  controls  the 
departments  of  public  works,  public  health,  purchasing,  finance  and  records, 
electricity,  coroner,  weights  and  measures,  agriculture,  and  real  estate; 
appoints  and  removes  department  heads  and  heads  of  other  agencies;  confers 
regularly  with  department  heads  concerning  staff  and  general  operations. 

2o   Plans  and  establishes  policy  for  the  preparation  of  annual  budget 
estimates  of  departments  and  activities  supervised;  reviews  and  makes 
adjustments  prior  to  approval  for  submission  to  the  mayor;  supports  budget 
proposals  at  hearings  before  the  mayor  and  board  of  supervisors, 

3o   Evaluates,  prepares  and/or  directs  the  preparation  of  correspond- 
ence, reports,  recommendations,  ordinances  and  resolutions;  reviews  and 
approves  all  requests  for  personnel  changes,  warrants  and  supplemental 
appropriations  originating  from  the  departments  and  other  agencies  super- 
vised, 

4,  Attends  and  participates  in  meetings  of  the  board  of  supervisors 
and  its  committees,  city  planning  commission,  health  advisory  board, 
other  governmental  agencies  and  civic  groups;  confers  with  various  city 
and  county  officials,  representatives  of  various  employees,  public  and 
civic  groups  and  others;  participates  in  activities  of  county,  state  and 
national  associations  relating  to  the  responsibilities  of  the  office, 

5,  Prescribes  general  rules  and  regulations  intended  to  standardize 
and  improve  work  procedures,  promote  better  coordination  of  programs  and 
policies  and  greater  efficiency  among  employees  and  better  services  to 
the  public, 

6,  Manages  publicity  and  advertising;  manages  the  fish  and  game 

fine  funds,  the  farmer's  market,  and  record  center;  coordinates  the  various 
functions  relating  to  traffic  control. 


CLASS  TITLE:   CHIEF  ADMINISTRATIVE  OFFICER  CODE:   1182 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
public  or  business  administration. 

Requires  at  least  fifteen  years  experience  in  a  large  governmental 
jurisdiction  at  progressively  responsible  administrative  levels  including 
public  relations  activities. 

Knowledge,  Abilities  and  Skills:   Requires  broad  general  knowledge 
of:   the  operations,  services  and  activities  of  all  the  departments 
supervised;  the  principles  of  organization,  management,  personnel, 
administration,  supervision  and  in-service  training;  governmental 
finance,  budgeting,  and  accounting. 

Requires  ability  to  exercise  exceptional  administrative  ingenuity, 
independent  analysis,  adaptability  and  judgment  on  unusual  and  highly 
professional  and/or  management  problems  with  difficult  complicated  choices 
of  action  and  formulate  and  present  recommendations  clearly  _>nd  effectively 
to  boards,  commissions  and  the  general  public. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion  -  position  exempt  from  examination. 


DOCDMFNTS  DEPT. 

SEP  3  0 1998 

<^AN  FRANCISCO 
CITY  AND  COUNTY  OF  SAN  FRANCISCO  PUBLIC  LIBRARY 

DEPARTMENT  OF  HUMAN  RESOURCES 


CLASS  TITLE:       DIRECTOR  OF  ADMINISTRATIVE  SERVICES  CODE:   1185 

Definition: 

Created  by  the  Charter  effective  July  1,  1996,  this  position  exercises  administrative  direction  for 
the  Departments  of  Animal  Care  and  Control,  Convention  Facilities,  County  Agriculture,  County 
Clerk,  Elections,  Medical  Examiner-Coroner,  Public  Administrator-Public  Guardian,  Purchasing, 
and  Property.  Additionally,  the  Director  administers  various  special  projects  including  but  not 
limited  to  Commute  Assistance,  Disability  Access,  and  Risk  Management.  The  Director  is  the 
landlord  of  City  Hall  and  other  city  buildings,  which  are  not  otherwise  administered  by  a 
commission. 

Distinguishing  Features: 

This  single-position  class  functions  as  the  Director  of  Administrative  Services.  The  incumbent 
serves  as  the  department  head  in  managing  the  Department  of  Administrative  Services  in 
defining  departmental  policies,  procedures  and  operations.  It  is  distinguished  from  heads  of  its 
component  departments  in  that  they  manage  only  singular  elements  of  the  department  while  the 
Director  has  broad  administrative  oversight  for  all  designated  departments. 

Supervision  Exercised: 

This  class,  the  Director  of  Administrative  Services,  supervises  through  subordinate  personnel  the 
activities  of  the  Department  of  Administrative  Services. 

Example  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1 .  Performs  general  administration,  policy  formulation  and  program  planning. 

2.  Plans  and  establishes  policy  for  the  preparation  of  annual  budget  estimates  of 
departments  and  activities  supervised;  reviews  and  makes  adjustments  prior  to  approval 
for  submission  to  the  mayor;  supports  budget  proposals  at  hearings  before  the  Board  of 
Supervisors. 

3.  Evaluates,  prepares  and/or  directs  the  preparation  of  correspondence,  reports, 
recommendations,  ordinances  and  resolutions;  reviews  and  approves  all  requests  for 
personnel  changes,  warrants  and  supplemental  appropriations. 


Job-Related  and  Essential  Qualifications: 

Knowledge  of:  Requires  broad  general  knowledge  of  the  operations,  services  and  activities  of  all 
the  departments  supervised;  the  principles  and  practices  of  modern  methods  of  public  and 
business  administration  with  special  reference  to  organization,  fiscal  and  personnel  management, 
budgetary  preparation  and  control;  modern  office  methods,  business  forms,  records  and 
equipment. 

Ability  to:  establish  and  maintain  cooperative  working  relationships  within  and  between  the 
administrative,  business  and  program  divisions  supervised;  analyze  administrative  problems; 
reach  practical  and  logical  conclusions,  effectuate  betterment  in  methods  and  procedures; 
supervise  and  work  with  a  wide  range  of  people  in  sensitive  situations;  speak  in  public 
extemporaneously  and  from  prepared  text;  establish  and  maintain  effective  relationships  with 
employees.  City  officials,  governmental  agencies,  various  organizations,  and  the  general  public. 

Experience  and  Training  Guidelines: 

Any  combination  of  training  and  experience  that  could  likely  provide  the  required  knowledge 
and  abilities  may  be  qualifying.  A  typical  way  to  obtain  this  would  be: 

Experience: 

Requires  ten  years  experience  in  a  supervisory,  administrative,  managerial  or  senior  level  staff 
level  in  a  complex  agency.  Additional  years  of  experience  may  substitute  for  graduate  study  on 
a  year  for  year  basis,  or  an  equivalent  combination  of  training  and  experience. 

Training: 

Requires  completion  of  two  years  of  graduate  training  in  an  accredited  school  of  public  or 

business  administration. 


Note:  This  class  is  exempt  from  Civil  Service  examinations  by  Charter  Section  10.104.5 
Effective  Date:        August    ]k,    1998 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   COORDINATOR,  COMMISSION  ON  THE  STATUS  OF  WOMEN  CODE:   1186 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  policy  direction  of  the  Commission  on  the  Status  of  Women, 
administers,  coordinates  and  directs  all  Commission  activities;  plans,  coordinates, 
directs  and  administers  the  programs  and  projects  of  the  Commission;  establishes 
and  maintains  effective  relations  with  the  Commission,  women's  groups,  communtiy 
organizations,  the  Board  of  Supervisors,  federal,  state,  regional  and  city 
agencies  and  departments;  makes  public  appearances  to  explain  and  discuss 
programs;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

The  Coordinator  of  the  Commission  on  the  Status  of  Women  is  the  executive 
director  and  department  head  for  all  staff  activities  and  programs  of  the 
agency.  Responsibilities  of  this  employee  are  generally  set  forth  in  the 
ordinance  creating  this  department  as  well  as  the  policies  adopted  by  the 
Commission.  The  Coordinator  is  expected  to  carry  out  these  broad  policies  with 
sound  judgment,  originality  and  a  high  degree  of  individual  initiative. 
Particular  skill  is  necessary  in  explaining  and  advocating  programs  and  activities 
to  individuals  and  groups. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  the  executive  director  of  the  Commission  on  the  Status  of 
Women;  coordinates,  directs  and  supervises  Commission  staff  activities;  directs 
the  investigation  and  evaluation  of  the  unmet  needs  of  women  and  develops 
recommendations  for  programs  to  meet  these  needs;  plans,  assigns,  schedules  and 
reviews  the  program  of  work  designed  to  increase  equality  between  men  and  women. 

2.  Works  with  governmental  agencies  at  the  federal,  state,  regional  and 
local  level  on  programs  that  have  an  impact  on  women;  advises  and  consults  with 
city  departmental  representatives  to  improve  services  for  women. 

3.  Prepares  policy  options  for  Commissioners  on  all  issues  affecting  the 
status  of  women  in  San  Francisco;  supervises  the  preparation  of  agendas  and 
minutes  for  Commission  meetings. 

k.      Maintains  close  contact  with  developments  relating  to  the  fields  of 
equal  opportunity  in  employment,  education,  housing,  health,  recreation,  trans- 
portation, crime  on  the  streets,  representation  on  city  boards  and  commissions 
and  all  other  areas  that  relate  to  women's  concerns  and  full  equality  between 
men  and  women. 

5.  Makes  presentations  advocating  commission  policies  and  programs  via 
publications,  the  media  and  public  meetings,  as  directed;  represents  the  Com- 
mission before  legislative  bodies  of  the  City  and  County,  State  or  Federal 
Governments;  makes  recommendations  for  legislation  to  the  Commission. 

6.  Prepares  and  administers  the  departmental  budget;  directs  the  main- 
tenance of  necessary  fiscal  records  and  documents;  prepares  or  directs  the 
preparation  of  a  wide  variety  of  reports,  memoranda,  letters,  grant  applications, 
agendas,  annual  reports  and  other  material. 

7.  Serves  as  an  advisor  to  the  Mayor  and  Board  of  Supervisors  on  problems 
of  women. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Reguires :  Demonstrated  experience  and  ef f ectiv- 
ness  in  the  women's  movement  including  working  with  minority  women  and  men;  super- 


CLASS  TITLE:   COORDINATOR,  COMMISSION  ON  THE  STATUS  OF  WOMEN         CODE:   1186 

visory  and  administrative  ability;  skill  in  making  oral  presentations  and  in 
preparing  written  reports;  a  working  knowledge  of  governmental  operations  at 
various  levels,  with  a  good  knowledge  of  local  government. 

Knowledge,  Abilities  and  Skills:  Requires  a  comprehensive  knowledge  of: 
Current  objectives  in  principles  in  the  women's  rights  movement;  the  policies, 
procedures  and  functions  of  governmental  agencies;  current  social  problems  and 
thinking  related  to  barriers  that  keep  women  from  full  participation  in  society; 
effective  methods  to  alleviate  areas  of  discrimination. 

Requires  ability  to:  Analyze  problems  and  recommend  solutions;  lobby 
persuasively  on  issues  in  order  to  effect  equality  between  men  and  women; 
establish  and  maintain  effective  working  relationships  with  Commissioners, 
associates,  governmental  representatives,  subordinates  and  the  public;  write 
clearly  and  concisely;  speak  effectively  at  professional  and  nonprofessional 
meetings  and  on  radio  and  television. 

PROMOTIVE  LINES:  Position  exempt  from  examination  (Charter  Section  3.500h) 


NEW  CLASS 


ADOPTED:  8/4/75 


CLASS  TITLE:  MAYOR  CODE:   1190 

CHARACTERISTICS  OF  THE  CLASS: 

As  an  elected  official,  and  subject  to  the  provisions  of  the  city 
charter,  acts  as  chief  executive  officer  of  the  city  and  county;  super- 
vises the  administration  of  all  departments  under  the  boards  and 
commissions  appointed  by  him;  coordinates  and  enforces  cooperation  among 
all  departments;  reviews  and  submits  the  annual  executive  budget;  assures 
enforcement  of  all  laws  relating  to  the  municipality;  and  performs 
related  duties  as  required. 

Requires  complete  and  overall  responsibility  for:   the  executive 
direction  and  coordination  of  all  the  functions  and  activities  of  all 
city  departments;  approving  and  executing  policies  affecting  all  depart- 
ments, offices  and  institutions;  all  forms  of  assets  through  exercise  of 
judicious  management  of  the  entire  city-county  organization;  establishing 
and  maintaining  public  relations  involving  difficult  external  and  internal 
situations  requiring  frequent  dealings  with  persons  of  highest  rank  in 
connection  with  the  explanation,  interpretation  and  presentation  of 
policies,  legal  provisions  and  highly  specialized  matters;  directing  the 
preparation,  review,  approval  and  maintenance  of  all  departmental, 
operational,  budgetary,  fiscal,  special  and  technical  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  directly  the  administration  of  all  departments  under 
the  boards  and  commissions  appointed  by  him;  jointly,  with  the  board  of 
supervisors,  is  responsible  for  duties  and  responsibilities  exercised  by 
the  chief  administrative  officer;  may  require  preparation  and  submission 
of  periodic  and  special  departmental  operating  and  fiscal  reports;  may 
inquire  into  the  affairs  and  conduct  of  any  department  or  office;  may 
transfer  or  redistribute  any  functions  or  activities  among  departments  or 
offices  under  his  jurisdiction;  may  recommend  the  creation  or  abolition 
of  departments;  coordinates  and  enforces  cooperation  between  all  depart- 
ment s»  • 

2.  Approves  or  vetoes  each  ordinance  and  resolution  adopted  by  the 
board  of  supervisors;  may  veto  or  reduce  any  separate  appropriation  item; 
may  propose  any  ordinance  which  the  supervisors  are  empowered  to  pass. 

3-  Reviews  the  annual  departmental  budget  requests;  conducts 
hearings  on  budget  estimates  as  deemed  necessary;  may  decrease  or  reject 
any  item  except  bond  interest  and  redemption  and  other  specific  items; 
may  add  requests  for  any  public  improvement  or  capital  expenditure; 
submits  consolidated  budget  estimates  for  all  departments  to  the  board 
of  supervisors  together  with  his  message,  recommendations  and  comments. 

1±.  Approves  supplemental  budget  estimates  and  requests;  may  veto 
or  reduce  any  separate  appropriation  item;  may  request  the  audit  of  any 
officer  or  department;  may  recommend  the  establishment  of  departmental 
revolving  funds. 

5.  Approves  transfer  of  unencumbered  balances  of  an  appropriation 
made  for  one  department  to  another;  approves  temporary  transfers  or  loans 
of  idle  or  unencumbered  balances  in  other  funds  to  the  cash  reserve  fund; 
approves  borrowings  on  tax  anticipation  notes;  approves  depository  banks. 


CLASS  TITLE:  MAYOR   (continued)  CODE:   1190 

6.  Appoints,  without  confirmation,  all  or  some  members  of  certain 
boards  and  commissions;  may  remove  members  at  will  or  in  some  instances, 
for  cause  upon  written  charges;  acts  as  ex-officio  member  of  some  boards; 
appoints,  without  confirmation,  certain  individual  appointive  officers; 
may  suspend  any  elected' municipal  officer  for  official  misconduct  or 
remove  from  office  any  such  official  convicted  of  a  crime  involving  moral 
turpitude . 

7.  Must  prepare  and  submit  an  annual  message  to  the  board  of 
supervisors  containing  a  general  statement  of  the  condition  of  the 
affairs  of  the  city  and  county,  together  with  recommendations  deemed 
expedient  and  proper. 

8.  Exercises  responsibility  for  the  enforcement  of  all  laws  re- 
lating to  the  municipality. 

9.  Exercises  power  and  duty  during  emergencies  involving  the  lives, 
property  or  welfare  of  citizens,  to  summon,  organize  and  direct  the 
forces  of  any  department  and  take  whatever  actions  which  may  be  necessary 
to  meet  the  situations. 

NOTE:  As  this  position  is  an  elective  officer  of  the  city  and  county,  no 
"MINIMUM  QUALIFICATIONS"  and  "PROMOTIVE  LINES"  are  included  in 
this  specification. 


» 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(  NEW  CLASS) 

CLASS  TITLE:   DEPUTY  DIRECTOR,  UTILITIES  PROPERTY  MANAGEMENT  BUREAU,      CODE:   1196 
PUBLIC  UTILITIES  COMMISSION 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  assists  in  planning  and  administering  the 
further  utilization  and  development  of  the  extensive  land  resources,  related  im- 
provements and  other  properties  of  the  City  and  County  of  San  Francisco  under  the 
jurisdiction  of  the  Public  Utilities  Commission  for  the  purpose  of  realizing  the 
highest  possible  public  benefit  from  such  land  and  improvements  and  other  proper- 
ties compatible  with  utility  service  needs  and  requirements,, 

Requires  considerable  responsibility  for  coordinating  and  executing  established 
policies,  methods  and  procedures  for  the  management,  lease  of  management,  leasing 
and  disposal  of  land  under  the  jurisdiction  of  the  Public  Utilities  Commission  in 
cooperation  with  the  Director  of  Property;  achieving  major  economies  and/or  pre- 
venting major  losses  through  efficient  management  of  leases  and  permits  for  agri- 
cultural, commercial,  recreational  and  industrial  purposes;  negotiating  leases  and 
permits  and  other  property  agreements  in  cooperation  with  the  Director  of  Property; 
making  personal  contact  with  lease  and  permit  holders,  representatives  of  outside 
organizations  or  individuals  in  conducting  land  lease  and  sales;  the  preparation, 
review,  and  approval  of  various  legal  and  realty  documents  and  the  maintenance  of 
related  property  records. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  directing  and  coordinating  the  property  management  functions 
under  the  jurisdiction  of  the  Public  Utilities  Commission,, 

2.  Acts  for  the  Director,  Utilities  Property  Management  Bureau,  in  absence 
of  Director. 

3.  Prepares  leases  and  documents  relative  to  leasable  properties,, 

4.  Receives  and  reviews  bonds  and  insurance  policies  related  to  land  leases 
and  rentals. 

5.  Supervises  various  phases  of  land  management;  approves  or  disapproves 
types  of  agricultural  crops  to  be  raised;  arranges  for  sale  of  share  crops. 

6„   Promotes,  solicits,  and  analyzes  individual  development  and  use  pro= 
posals;  meets  with  prospective  developers  and  users  and  lessees  and  explains  poli- 
cies regarding  the  use  of  utility  lands,  improvements  and  properties;  discusses 
proposed  uses  and  prepares  reports  and  recommendations  thereon  to  the  Director, 
Property  Management  Bureau. 

7„   Assists  in  the  negotiation  or  renegotiation  or  may  negotiate  or  renegot- 
iate contracts,  leases,  and  other  property  agreements  within  established  policy 
guidelines. 

8.  Korks  closely  with  other  governmental  agencies  and  City  and  County  de- 
partments in  carrying  out  the  functions  of  the  bureau  in  order  to  integrate 
property  development  with  the  master  plans  of  said  agencies  and  the  City  and  County 
of  San  Francisco. 

9.  Prepares  or  directs  the  preparation  of  data  and  reports  relevant  to  land 
matters  under  the  jurisdiction  of  the  Public  Utilities  Commission. 

10„   Represents  the  Director,  Utilities  Property  Management  Bureau,  as  direct- 
ed before  various  public  and  private  bodies  and  agencies. 

11.   Assists  in  safekeeping  of  all  records,  reports,  surveys,  and  other  docu- 
ments concerning  public  utilities  lands,  improvements  and  properties. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  4-year  college  or  university, 
with  a  baccalaureate  degree,  preferably  with  major  course  work  in  business  admini- 
stration, economics,  finance,  law,  agriculture  or  a  related  field. 


CLASS  TITLE:   DEPUTY  DIRECTOR,  UTILITIES  PROPERTY  MANAGEMENT  BUREAU,   CODE:   1196 
PUBLIC  UTILITIES  COMMISSION 


MINIMUM  QUALIFICATIONS:   (contd) 

Requires  at  least  10  years  of  progressively  responsible  practical  experience  in 
general  real  estate,  land  and  property  development  and  management  related  to 
either  commercial,  industrial,  recreational  and/or  agricultural  uses  or  an  equiva- 
lent combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  property  develop- 
ment, planning,  real  estate  investment  and  finance,  and  the  principles  of  property 
management  and  administration  consistent  with  attractive  community  development. 

PROMOTIVE  LINES: 

To   :   No  normal  lines  of  promotion 

From:   3120  Agricultural  and  Land  Division  Manager 
4144  Assistant  Director  of  Property 

ADOPTED:   9/29/69 


• 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   PERSONNEL  TECHNICIAN  TRAINEE  CODE:   1201 

CHARACTERISTICS  OF  THE  CLASS: 

Under  immediate,  close  supervision,  and  in  accordance  with  established  policies  and 
procedures,  performs  various  routine  phases  of  professional  and  clerical  personnel 
work  in  a  trainee  capacity. 

Requires  normal  responsibility  for:   Following  established  methods  and  procedures; 
making  routine  contacts  with  the  general  public  and  employees  with  reference  to  re- 
cruitment and  examination  matters;  maintaining  high  standards  of  accuracy  with  re- 
spect to  examination  processing;  and  preparing  and  maintaining  various  files  and  re- 
cords. 

NOTE:   This  class  is  designed  to  recruit  personnel  who  have  successfully  completed 
one  year  of  college  and  who  wish  to  qualify  themselves  for  positions  in  the  clerical 
and  subprofessional  personnel  field,  or,  with  further  education,  for  positions  in  the 
professional  personnel  field,,   Experience  acquired  in  this  class  may  qualify  individuals 
for  entrance  examinations  in  clerical,  e.g.,  Personnel  Clerk,  and  related  fields,  as 
well  as  for  other  employment  opportunities. 

EXAMPLES  OF  DUTIES: 

1.  Distributes  and  receives  applications  for  examinations  at  the  applications 
window  and  answers  questions  from  the  general  public  relating  to  the  application 
process. 

2.  Assists  in  processing  applications  and  examinations,  including  verification 

of  employments;  filing  of  veteran's  preference  information,  and  maintenance  of  records. 

30   Administers  inspection  procedures  relating  to  key  booklets  and  ratings. 

4.   Files  application,  courtesy  cards,  and  other  papers. 

50   Prepares  completed  sections  of  examinations  for  typing  and  further  processing. 

6.   Performs  routine  certification  duties,  including  filing  and  processing  requi- 
sitions, history  cards,  and  related  forms. 

70   Proctors  examinations  and  assists  in  setting  up  and  coordinating  examinations. 

8.  Assists  in  performing  research  work  by  gathering,  assembling  and  compiling 
data  and  information  required  for  various  studies  and  reports. 

9.  Assists  in  carrying  out  various  procedures  with  reference  to  the  preparation 
and  processing  of  forms,  reports,  and  related  statistics* 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  one  year  of  college  or  university 
study  (30  semester  units),  with  major  work  other  than  in  a  technical  field;  or  an 
equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  ability  to:   Use  good  judgment  in  apply- 
ing established  methods  and  procedures;  perform!  clerical  and  subprofessional  personnel 
duties  with  a  high  degree  of  accuracy;  requires  strict  adherence  to  rules  on  the  part 
of  applicants  and  examinees;  acquire  a  general  knowledge  of  Civil  Service  Commission 
rules  and  procedures  and  applicable  Charter  provisions. 

Requires  skill  and  ability  to:   Deal  effectively  with  the  general  public  and 
with  employees;  analyze  situations  accurately  and  adopt  correct  courses  of  action;  pre- 
sent reports  and  completed  work  concisely  and  clearly;  requires  clerical  aptitude  and 
accuracy^ 

PROMOTIVE  LINES:   No  normal  line  of  promotion,.   Experience  in  this  class  may  qualify 
individuals  for  clerical  and  subprofessional  personnel  examinations  or  related  employ- 
ment sa 

ADOPTED:   May  12,  1969 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 

JOB  CODE  TITLE:    PERSONNEL  CLERK  JOB  CODE:  1202 

Business  Unit:  COMMN 

Definition:  Under  supervision,  the  Personnel  Clerk  performs  a  variety  of  specialized  clerical 
duties  in  connection  with  personnel  related  matters.  The  essential  functions  of  this  job  include: 
processing  personnel  transactions  by  gathering  information,  filling  out  and/or  distributing  forms 
and/or  documents;  processing  personnel  requisitions  and  modifications  either  manually  and/or 
electronically;  compiling  and  generating  data  for  reports;  creating  and  updating  personnel  files; 
responding  to  inquiries  made  by  phone  or  in  person;  filing  personnel  documents;  entering  and 
maintaining  records  and  databases;  processing  and  scheduling  appointments.  The  personnel  clerk 
works  directly  with  the  public,  departments  and  employees  concerning  various  personnel  matters. 

Distinguishing  Features:  The  Personnel  Clerk  job  code  is  distinguished  from  that  of  Clerk  by  its 
specialization  on  clerical  tasks  related  to  personnel.  It  is  distinguished  from  the  1204  Senior 
Personnel  Clerk  in  that  the  latter  performs  more  difficult  and  responsible  tasks  than  those 
assigned  to  incumbents  in  this  job  code. 

Supervision  Exercised:  None 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  job  code  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Processes  personnel  transactions  by  gathering  information  for  new  hires,  certifications, 
separations,  reassignments,  referrals,  leaves  of  absence  and  other  personnel  matters;  and  by 
filling  out  forms  and  distributing  copies  to  appropriate  departments  and  individuals  to  ensure 
that  all  personnel  actions  are  initiated  and  that  correct  personnel  records  are  posted  and 
maintained. 

2.  Processes  personnel  requisitions  and  modifications  either  manually  and/or  electronically  by 
filling  out  forms  and/or  entering  information  into  the  system;  maintaining  log  by  vice  and 
assignment  number,  and  locating  budget  information  for  requisitions  and  position  control. 

3.  Compiles  data  and  generates  reports  concerning  employee  status,  probationary  list,  payroll 
activities;  and  verify  information  manually  and/or  by  computer  to  ensure  its  accuracy. 

4.  Creates  and  updates  personnel  files,  manually  and/or  electronically,  regarding  appointment 
data,  verification  of  employment,  and  other  relevant  information  to  ensure  that  accurate 
information  is  kept  on  employee  status;  updates  records  to  show  changes  in  employee  status, 
tax  code  and  personal  addresses. 

5.  Responds  to  phone  and  personnel  inquiries  from  employees,  applicants,  and  other  interested 
individuals  concerning  various  personnel  matters,  such  as  employee  benefits,  leaves  of 
absence;  and  makes  referrals  as  necessary. 


JOB  CODE  TITLE:  PERSONNEL  CLERK  JOB  CODE:  1202 

Business  Unit:  COMMN 


6.  Files  personnel  documents  according  to  established  departmental  procedures  by  using 
chronological,  and  alphabetical  filing  systems;  accepts  subpoenas,  summons  and  other  legal 
documents  to  ensure  that  documentation/information  is  properly  maintained  and  posted  in  a 
timely  manner. 

7.  Maintains  computerized  records  and  database  information  by  using  word  processing, 
spreadsheets  and  other  applications  to  ensure  accuracy  of  data  and  process  personnel 
transactions. 

8.  Processes  and  schedules  appointments  for  medicals,  fingerprinting,  drug  testing,  employment 
verifications,  and  driver's  license  renewals  to  ensure  that  employee's  records  are  completed 
and  updated. 

9.  Performs  related  duties  and  responsibilities  as  assigned. 

Job  Related  and  Essential  Qualifications: 
Knowledge  of:  filing  systems  and  basic  math. 

Ability  to:  apply  personnel  related  techniques;  operate  personal  computer;  communicate  verbally 
and  in  writing;  proofread  records  and  documents;  and  interact  effectively  and  courteously  with 
staff  and  the  public. 

Experience  and  Training  Guidelines: 

Experience:  One  (1)  year  of  verifiable  experience  compiling  and  maintaining  personnel  records. 
(Experience  must  have  been  gained  within  the  last  seven  (7)  years);  AND  ability  to  type/keyboard 
35  words  per  minute. 


ADOPTED:  1/12/61 
AMENDED:  3/16/81 
AMENDED:   12/8/99 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities 
defined  in  the  most  recent  job  analysis  conducted  for  this  class. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  PERSONNEL  TECHNICIAN  JOB  CODE:  1203 

Business  Unit:  COMMN 

DEFINITION: 

Under  supervision,  performs  various  technical  and  clerical  duties  related  to  human  resources  activities  in  the  areas 
of  recruitment,  selection,  certification,  classification,  training,  compensation,  employee  relations,  employee 
benefits,  employee  and  management  training,  equal  employment  opportunity  and  affirmative  action,  computer 
information  systems,  general  administration  and  special  projects,  and  performs  other  related  duties  as  required. 
Essential  functions  include:  assisting  in  organizing  and  compiling  a  variety  of  documents,  materials,  and  data 
related  to  employment;  coordinating  and  processing  personnel  actions  in  accordance  with  Civil  Service  and  other 
applicable  rules  and  procedures;  serving  as  liaison  and  contact  source  to  provide  and  receive  human  resources  and 
employment  related  information;  reviewing  reports  and  various  correspondence  to  determine  status  and  proper 
processing  procedures;  creating  and  maintaining  data  base  files  of  human  resources  activities;  and  assisting  with 
research  projects. 

DISTINGUISHING  FEATURES: 

This  class  is  the  journey  level  paraprofessional  class  in  the  personnel  technician  series  responsible  for  processing  a 
variety  of  personnel  related  documents  requiring  special  knowledge  in  a  human  resources  environment.  It  is 
distinguished  from  the  class  1241  Personnel  Analyst  by  its  function  as  technical  assistant  and  resource  to  the 
Analyst  in  performing  employment  related  duties.  It  is  further  distinguished  from  the  class  1201  Personnel 
Technician  Trainee  by  the  latter's  role  of  functioning  in  a  trainee  capacity. 

SUPERVISION  EXERCISED:  May  be  assigned  to  supervise  clerical  support  staff. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  duties  assigned 
to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Assists  in  organizing  and  compiling  a  variety  of  documents,  materials  and  data  related  to  employment,  such 
as:  preparing  reports  for  commission  or  board  meetings;  assembling  examination  materials;  arranging  test 
schedules;  locating  test  sites  and  securing  exam  proctors;  notifying  candidates  of  test  dates;  reviewing 
applications  for  qualifications;  and  assisting  with  administration  of  examinations. 

2.  Coordinates  the  activities  of  personnel  actions  which  include  selection  of  candidates,  hires,  separations, 
transfers,  reinstatements,  promotions,  leaves  of  absences  and  suspensions. 

3.  Processes  personnel  actions  in  accordance  with  Civil  Service  Rules  and  Procedures;  prepares  and  processes  a 
variety  of  forms  and  documents,  such  as:  requisitions,  separations,  appeals  for  commission  hearings;  health 
and  retirement  benefits  forms,  state  disability  forms,  grievance  appeals,  certification,  language  proficiency 
approvals,  and  affirmative  action  and  harassment  complaints. 

4.  Serves  as  liaison  and  contact  source  for  routine  technical  personnel  matters  related  to  health  services,  workers 
compensation,  retirement  processing,  disability  transfers,  appointments,  applicant/employee  data  tracking, 
training  program  information  and  schedules,  labor  contracts  and  grievance  activities,  examination  and  hiring 
status,  notification  letters,  dates  and  deadlines,  affirmative  action  procedures,  and  other  general  department 
information  or  activity. 
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JOB  CODE  TITLE:  PERSONNEL  TECHNICIAN  JOB  CODE:  1203 

Business  Unit:  COMMN 

5.  Reviews  information  contained  in  a  variety  of  documents  to  determine  status  or  proper  processing  procedures 
for  matters  related  to:  work  force  and  affirmative  action  compliance,  certifying  names  for  employment, 
obtaining  special  conditions  or  language  requirements  on  positions,  checking  employment  eligibility,  status 
on  various  eligibility  lists,  determining  disability  accommodations,  seniority  rights,  insuring  completion  of 
document  processing  for  health  services,  retirement,  workers  compensation  or  disability  benefits,  confirming 
receipt  of  information  for  enrollment  to  various  programs,  updating  statistical  or  computer  data  checking, 
timeliness  of  submitted  appeals,  and  requests  or  notices  for  personnel  actions. 

6.  Creates  and  maintains  databases  and  spreadsheet  files  of  human  resource  activities  related  to  department 
position  control  system;  program  and  training  schedules,  tracking  systems  for  of  contract  and  grievance 
activities,  employee  records,  certification  information,  appointment  histories,  affirmative  action  statistics, 
health  and  dental  plan  enrollment  information,  seniority  rosters,  requisition  processing,  examination  applicant 
tracking,  computerized  reports  and  records  maintenance,  and  other  department  specific  database  information. 

7.  Assists  with  research  projects,  makes  contact  with  appropriate  resources,  reviews  reports  and  correspondence 
on  file,  extracts  relevant  information  from  documents,  compiles  and  organizes  materials  for  submittal. 

8.  Performs  other  related  duties  as  assigned. 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Civil  Service  Commission  Rules  and  Regulations  for  the  purposes  of  processing  separations, 
calendaring  appeals  for  action  by  the  Commission,  researching  projects,  and  providing  technical  assistance  to 
departments  on  personnel  matters  related  to  employment;  and  various  Memoranda  of  Understanding. 

Ability  to:  assist  Personnel  Analysts  and  senior  staff  in  organizing  a  variety  of  materials  relating  to  recruitment  and 
selection,  training,  labor-relations,  certification,  benefits,  classification  and  information  systems;  promote,  establish, 
and  maintain  harmonious  working  relationships  with  professional  staff,  agencies,  individuals,  groups,  and  the 
general  public;  perform  examination  support,  personnel  processing  and  calendaring  functions  in  a  timely  manner; 
speak  clearly  and  concisely  and  communicate  effectively  with  people  from  diverse  backgrounds;  understand 
instructions  to  perform  assigned  tasks;  and  compose  letters,  memos,  and  notes. 

Skill  to:  input  and  maintain  employment  related  data  and  training  information  using  a  computer  and/or  typewriter. 

Experience  and  Training  Guidelines: 

Experience:  Two  (2)  years  of  verifiable  experience  performing  complex  technical  or  clerical  duties  in  a  human 
resources  environment;  AND  ability  to  type/keyboard  45  words  per  minute. 

ADOPTED:  03/16/81 
AMENDED:  07/05/96 
AMENDED:  02/04/00 

REASON  FOR  AMENDMENT:  To  accurately  reflect  the  current  tasks,  knowledges,  skills  and  abilities  defined 
in  the  most  recent  job  analysis  conducted  for  this  class. 
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9  DEPARTMENT  OF  HUMAN  RESOURCES  PUBLIC  LIBRARY 

JOB  CODE  TITLE:  SENIOR  PERSONNEL  CLERK  JOB  CODE:  1204 

Business  Unit:  COMMN 

Definition:  Under  direction,  the  Senior  Personnel  Clerk  performs  difficult,  responsible  and  specialized 
clerical  duties  in  connection  with  personnel  related  matters.  The  essential  functions  of  this  job  include: 
processing  personnel  transactions;  processing  personnel  requisitions  and  modifications  either  manually 
and/or  electronically;  compiling  and  analyzing  data  for  reports;  creating  and  updating  personnel  files; 
responding  to  inquiries  made  by  phone  or  in  person;  training  clerical  staff;  processing  and  scheduling 
appointments;  and  may  be  assigned  to  supervise  clerical  staff.  The  senior  personnel  clerk  works 
directly  with  the  public,  departments  and  employees  concerning  various  personnel  matters. 

Distinguishing  Features:  The  Senior  Personnel  Clerk  classification  is  distinguished  from  Personnel 
Clerk  by  its  supervision  of  subordinates  and  responsibility  for  the  operation  of  clerical  functions  in  a 
personnel  division  or  unit,  or  by  its  assignments  to  difficult  and  specialized  personnel  clerical  tasks. 

Supervision  Exercised:  May  be  assigned  to  supervise  clerical  staff. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 
range  of  duties  assigned  to  this  job  code  and  are  not  intended  to  be  an  inclusive  list. 

fr  ,  „■.-,■...  ... 

1 .  Processes  personnel  transactions  by  gathering  information  for  new  hires,  certifications,  separations, 

reassignments,  referrals,  leaves  of  absence  and  other  personnel  matters;  and  by  filling  out  forms  and 
distributing  copies  to  appropriate  departments  and  individuals  to  ensure  that  all  personnel  actions 
are  initiated,  and  that  correct  records  are  posted  and  maintained. 

2.  Processes  personnel  requisitions  and  modifications  by  filling  out  forms  and/or  entering  information 
into  the  system  either  manually  and/or  electronically  to  ensure  that  requests  are  submitted  by  the 
department  to  fill  vacant  positions;  and  locating  budget  information  for  requisitions  and  position 
control. 

3.  Compiles  and  analyzes  data  for  reports  concerning  employee  status,  probationary  periods,  payroll 
activities,  certifications,  referrals,  registry,  position  control,  budget,  merit  increases,  performance 
appraisal;  issues  and  tracks  notifications  to  candidates  for  response;  and  verifies  and  corrects 
information  to  ensure  accuracy  of  reports. 

4.  Creates  and  updates  personnel  files,  manually  and/or  electronically,  regarding,  appointment  data, 
verification  of  employment,  history  cards,  files,  payroll  forms,  FMLA,  probationary  period, 
retirements,  benefits,  photo  identification  process,  and  other  relevant  information  to  ensure  that 
accurate  information  is  kept  on  employee  file. 

5.  Responds  to  telephone  and  personnel  inquiries  from  city  employees,  applicants,  and  other  interested 
individuals  concerning  various  personnel  related  matters,  such  as  payroll,  employee  benefits,  leaves 
of  absence,  etc. 


JOB  CODE  TITLE:  SENIOR  PERSONNEL  CLERK  JOB  CODE:  1204 

Business  Unit:  COMMN 

6.  Trains  clerical  staff  to  properly  complete  personnel  related  forms  in  order  to  ensure  that  correct 
procedures,  rules,  policies  and  regulations  are  utilized. 

7.  May  supervise  clerical  staff  engaged  in  the  preparation  and  maintenance  of  confidential  forms, 
cards  and  files  to  ensure  that  established  personnel  related  procedures  are  followed. 

8.  Processes  and  schedules  appointments  for  medicals,  fingerprinting,  drug  testing,  employment 
verification,  background  check,  and  driver's  license  renewals  to  ensure  that  employee's  records  are 
completed  and  updated. 

9.  Performs  related  duties  and  responsibilities  as  assigned. 


Job  Related  and  Essential  Qualifications: 
Knowledge  of:  filing  system  and  basic  math. 

Ability  to:  apply  personnel  related  techniques;  operate  personal  computer;  communicate  in  a  clear  and 
concise  manner  verbally  and  in  writing;  proofread  documents;  interact  effectively  and  courteously  with 
staff  and  the  public;  train  clerical  staff;  supervise  clerical  staff;  and  identify  problems  and  provide 
possible  solutions. 

Experience  and  Training  Guidelines: 

Experience:  Two  (2)  years  of  verifiable  experience  compiling  and  maintaining  personnel  records.  % 

(Experience  must  have  been  gained  within  the  last  seven  (7)  years;  AND  ability  to  type/keyboard  35 
words  per  minute. 


AMENDED 
AMENDED 
AMENDED 


9/16/68 
3/16/81 
12/16/85 


AMENDED:   12/8/99 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities 
defined  in  the  most  recent  job  analysis  conducted  for  this  class. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  BENEFITS  TECHNICIAN  JOB  CODE:  1209 

Business  Unit:  COMMN 

DEFINITION: 


Under  immediate  supervision,  performs  technical  and  clerical  work  in  employee  benefits  for  the  City's 
Health  Service  System,  Retirement  System,  or  Workers'  Compensation  Program  and  performs  related 
duties  as  required.  Essential  functions  include:  providing  support  services  to  analysts  or  adjusters  in 
processing  claims  and  benefit  entitlements;  providing  general  information  to  City  employees  regarding 
benefits;  communicating  with  employees  and  representatives  from  various  departments  and  outside 
agencies;  researching  and  reconciling  records  and  accounts;  making  adjustments  and  performing  database 
maintenance;  reviewing,  completing  and  processing  a  variety  of  membership  forms  and  medical  claims; 
performing  various  calculations;  completing  standard  form  letters;  and  maintaining  reports,  logs  and 
records. 

DISTINGUISHING  FEATURES: 


Class  1209  Benefits  Technician  is  the  entry-level  class  of  the  Employee  Benefits  series  performing 
technical  and  administrative  support  and  research.  This  class  is  distinguished  from  the  1210  Benefits 
Analyst  in  that  the  latter  is  a  professional  journey  level  class  responsible  for  performing  complex 
analytical  duties  in  benefits  administration. 

SUPERVISION  EXERCISED:  None. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  109,  the  duties  specified  below  are  representative  of  the 
range  of  duties  assigned  to  the  1210  Benefits  Analyst  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Provides  support  services  to  analysts  or  adjuster  in  processing  claims  and  benefit  entitlements. 

2.  Provides  general  information  to  City  employees  regarding  retirement  benefits,  health  and  dental 
benefits,  or  worker's  compensation  benefits. 

3.  Researches  records  and  accounts  for  prior  membership,  premium  history,  account  discrepancies, 
requested  information,  buybacks,  withdrawal  status,  payment  history,  prior  claims,  overpayments, 
underpayments,  injury  information,  and  adjustments  in  database. 

4.  Makes  adjustments,  and  creates,  updates,  inputs,  and  maintains  information  in  the  computer  software 
files  or  in  the  database. 

5.  Reviews,  completes,  and  processes  a  variety  of  membership  forms,  medical  claims,  and  medical  only 
(worker's  compensation)  claims. 

6.  Conducts  research  on  claims  to  determine  appropriate  rates  to  use  for  payment  and  refers  claims 
needing  further  attention  to  an  analyst  or  claim  examiner. 

7.  Performs  various  calculations  to  support  the  determination  of  retirement,  health  services,  or  worker's 
compensation  benefits. 
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JOB  CODE  TITLE:  BENEFITS  TECHNICIAN  JOB  CODE:  1209 

Business  Unit:  COMMN 

8.  Communicates  with  employees,  dependents,  human  resources,  and  payroll  personnel  within  citywide 
departments,  representatives  from  outside  agencies,  medical  practitioners,  lawyers,  and  other 
professionals. 

9.  Responds  to  routine  vendor  and  claimant  tracer  inquires  on  unpaid  medical  invoices  and  medical  only 
claims. 

10.  Completes  standard  form  letters,  and  maintains  reports,  logs,  and  records. 

1 1 .  Acts  as  a  verifier  to  check  work  performed  by  another  technician  at  the  end  of  the  day. 

12.  Performs  related  duties  and  responsibilities  as  assigned. 

JOB  RELATED  AND  ESSENTIAL  QUALFICIATIONS: 

Knowledge  of:  basic  technical  knowledge  of  employee  benefits  programs  such  as  pension  plans, 
worker's  compensation,  labor  code,  and  medical  terminology. 

Ability  to:  perform  accurate  calculations  following  a  prescribed  format;  problem  solve  to  identify 
problems  and  make  routine  adjustments;  research  to  gather  meaningful  information  and  perform  routine 
analysis;  speak  and  write  in  a  clear,  concise,  and  understandable  manner  to  answer  benefits  questions;  and 
establish  and  maintain  effective  working  relationships,  and  assist  in  a  polite,  courteous  manner. 

Skill  to:  access  and  use  computer  software  applications  and  database  systems. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

1 .  Completion  of  two  (2)  years  college-level  course  work;  AND 

2.  One  (1)  year  of  verifiable  clerical  or  technical  experience  administering  employee  benefits  programs 
including:  researching  records,  claims  adjudication,  database  maintenance,  reviewing  forms, 
performing  calculations,  and  responding  to  general  inquiries;  AND 

3.  Proficiency  in  the  use  of  computers  to  perform  word  processing  and  to  perform  data  entry /retrieval. 

SUBSTITUTION:  Additional  experience  as  described  above  may  be  substituted  for  the  required 
education  on  a  year-for-year  basis.  Thirty  (30)  semester  units/forty-five  (45)  quarter  units  equal  one  year 
of  experience. 

Effective  Date:     November  17,  1994 

Amended  Date:  September  29,  2000 

Reason  for  Amendment: 

To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the  most  recent  job 

analysis  conducted  for  this  job  code. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   SICK  REPORT  AND  ACCIDENT  INVESTIGATOR  CODE:   1210 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  investigative  duties  in  checking  and 
verifying  causes  of  absenteeism  due  to  illness  or  accident  of  employees 
of  the  Municipal  Transit  System;  and  follows-up  violations  of  the  police 
and  vehicle  code  by  operating  employees;  acts  as  a  liaison  between  the 
transit  operator,  the  police  department,  and  the  school  department  relative 
to  acts  of  vandalism;  investigates  and  traces  employees  who  are  separated 
from  the  service  without  returning  railway  property;  investigates  owner- 
ship of  "hit  and  run"  vehicles  when  railway  equipment  is  involved;  and 
performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting  and  explaining  existing 
sick  leave  policies  and  procedures  to  operating  personnel;  preparing 
accurate,  concise  and  detailed  reports  on  personnel  activities;  making 
routine  contacts  with  employees  and  their  families,  the  police,  pertinent 
witnesses  and  outside  organizations  for  the  purpose  of  obtaining  and 
furnishing  information. 

EXAMPLES  OF  DUTIES: 

1.  Receives  sick  reports  daily  from  all  divisions  and  shops;  checks 
personnel  cards  for  addresses  and  length  of  service;  checks  sick  leave 
status,  and  any  abuses  of  sick  leave. 

2.  Contacts  sick  employees  at  their  homes  or  in  the  hospital;  gives 
instructions  on  sick  and  other  leave  procedures  and  appropriate  forms 
required;  prepares  required  reports  on  the  nature  of  the  illness  in  each 
case. 

3.  Checks  emergency  hospital  records  if  off -job  inquiries  appear 
suspicious. 

km      Checks  police  records  for  code  violations  by  operations  and 
follows-up  through  police  and  traffic  courts  and  reports  final  disposition. 

5.  Advises  and  orients  operators  on  court  procedures;  arranges 
postponements  and  transmits  files  and  information  regarding  date  of  hearing 
to  office  of  the  City  Attorney. 

6.  Upon  request  by  superiors,  acts  in  a  liaison  capacity  between 
the  railway  and  police  or  school  departments  on  matters  of  vandalism, 
altercations  and  injuries  to  personnel  and  equipment. 

7.  Investigates  and  traces  employees  who  are  separated  from  the 
service  and  who  do  not  turn  in  their  change  fund  and  railway  equipment. 
Repossesses  these  items  or  if  necessary  files  a  police  report. 

8.  Traces  registered  owners  of  "hit  and  run"  vehicles  where  rail- 
way equipment  is  involved.   Refers  results  of  investigation  to  Claims 
Division. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school  supplemented  by  two  years  of  general  office  or  investigative  experience, 
or  an  equivalent  combination  of  training  and  experience. 


CLASS  TITLE:   SICK  REPORT  AND  ACCIDENT  INVESTIGATOR 

(Continued)  CODE:   1210 


Knowledge,  Abilities  and  Skills:   Requires  a  working  knowledge  of  civil 
service  rules  and  regulations  regarding  sick  leave. 

Requires  ability  to  be:   thorough,  dependable,  accurate,  pleasant, 
courteous  and  effective  with  employees  and  other  groups. 

PROMOTIVE  LINES: 

To:    No  normal  lines  of  promotion 

From:   Original  entrance  examination 


AMENDED:   12/17/64 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   TIMEROLL  AUDIT  AND  EXTENSIONS  CLERK  CODE:   1211 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  responsible  clerical  work  in  the  audit 
of  departmental  timerolls  in  the  Controller's  Office  to  form  a  basis  for  the 
preparation  of  payrolls  and  salary  warrants;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing  methods 
and  procedures  relative  to  the  preparation,  submission  and  audit  of  employee 
timerolls;  frequent  contact  with  departmental  employees  in  regard  to  payroll 
matters;  the  accurate  audit  of  timerolls,  and  the  maintenance  of  files  of 
personnel  records. 

EXAMPLES  OF  DUTIES: 

1.  Audits  departmental  timerolls  for  completeness,  correctness  and  adher- 
ence to  policies  of  Controller's  Office. 

2.  Computes  and  verifies  gross  and  net  earnings. 

3.  Audits  deductions  in  connection  with  back  payment  for  Health  Service 
and  Retirement  contributions,  changes  in  withholding  tax  and  Social  Security 
contributions,  union  dues,  maintenance  costs,  credit  union  payments,  and  war 
bonds. 

k.     Advises  department  of  errors  on  timerolls  and  insures  that  corrections 
are  made. 

5.  Checks  for  receipt  of  relevent  documents  in  cases  of  jury  duty,  changes 
in  health  service  rates  or  retirement  rates. 

6.  Answers  employees'  questions  regarding  payroll  deductions  and  other 
matters  pertaining  to  earnings. 

7-  Assigns  employee  numbers  and  assists  new  employees  in  processing  tax 
exemption  forms,  filing  for  Social  Security  numbers. 

8.  Forwards  audited  timerolls  to  payroll  section  for  preparation  of  pay- 
rolls and  salary  warrants. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  k   years  of  high  school, 
supplemented  by  completion  of  a  full  course  in  calculating  machine  operation 
and  one  year  of  operating  experience;  or  an  equivalentc^:  ibination  of  training, 
and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  good  knowledge  of:  all  operating 
phases  of  calculating  machines,  modern  office  techniques,  especially  those  used 
in  payroll  procedures,  pertinent  charter  provisions  and  other  applicable  ordinances 
and  legislation. 

Requires  considerable  ability  to  perform  accurate  timeroll  audits  involving 
close  attention  to  details  and  proper  application  of  the  rules  and  policies  of 
the  Controller's  Office;  make  necessary  computations,  maintain  orsonnel  records, 
deal  effectively  and  courteously  with  employees  and  other  departmental  personnel. 


LASS  TITLE:   TIMEROLL  AUDIT  AND  EXTENSIONS  CLERK  CODE:   1211 

(Continued) 

IOMOTIVE  LINES: 

From:   Original  Entrance  Examination 

To:    Senior  Personnel  Clerk 

Senior  Payroll  Audit  Clerk 

Senior  Payroll  and  Personnel  Clerk 


lopted:  11/7/63 


CLASS  TITLE:   PAYROLL  AUDIT  CLERK  CODE:   1212 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  responsible  and  exacting  clerical  work 
in  the  audit  of  timerolls  and  other  personnel  records;  and  performs  re- 
lated duties  as  required. 

Requires  responsibility  for:   explaining  and  carrying  out  existing 
methods  and  procedures  relative  to  the  preparation,  submission  and  au- 
dit of  employee  timerolls  and  various  personnel  records;  frequent  con- 
tact with  departmental  employees  in  regard  to  payroll  or  personnel 
matters;  the  accurate  audit  of  timerolls  and  the  maintenance  of  detailed 
files  of  personnel  records. 

EXAMPLES  OF  DUTIES: 

1.  Audits  departmental  timerolls  for  completeness,  correctness  and 
adherence  to  various  applicable  laws,  ordinances  and  policies;  checks 
timerolls  to  assure  that  each  day  worked  is  accounted  for  with  an  appro- 
priate symbol  and  that  names,  classifications,  salaries  or  rates  are 
correct. 

2.  Checks  employee  history  cards  in  order  to  determine  employees' 
right  to  vacation  or  sick  leave  with  pay;  checks  for  receipt  of  relevant 
documents  in  cases  of  prolonged  absence  by  employee,  or  in  cases  of  mil- 
itary leave  with  pay. 

3.  Posts  data  from  timerolls  to  individual  payroll  record  cards; 
advises  department  of  errors  on  timerolls  and  insures  that  corrections 
are  made. 

h-      Computes  and  verifies  salary  rates  and  salary  adjustments; 
checks  various  types  of  certifications  for  correctness;  maintains  files 
of  probationary  appointments,  medical  examinations  outstanding,  depart- 
mental seniority  rosters,  emergency  appointees  and  other  files  of  per- 
sonnel transactions, 

5.  Verifies  and  computes  employees'  sick  leave  and  vacation  cre- 
dits; informs  departmental  personnel  clerks  of  sick  leave  and  vacation 
rights  accrued  to  individual  employees. 

6.  Checks  employee  resignation  or  release  forms  for  correctness; 
enters  various  personnel  transactions  on  employee  history  cards. 

7.  Benders  assistance  to  employees  regarding  legislation  or  poli- 
cies affecting  holidays,  salaries,  sick  leave,  vacations,  overtime  pay 
and  other  personnel  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of 
high  school,  supplemented  by  at  least  three  years  of  responsible  cleri- 
cal experience,  preferably  in  the  audit,  computation  and  maintenance  of 
employee  timerolls  and  personnel  records;  or  an  equivalent  combination 
of  training  and  experience. 


CLASS  TITLE:   PAYROLL  AUDIT  CLERK  (continued)  CODE:   1212 

Knowledge,  Abilities  and  Skills:   Requires  good  knowledge  of:   mod- 
ern office  techniques,  especially  those  used  in  payroll  procedures;  per- 
tinent charter  provisions,  rules  of  the  civil  service  commission  and 
other  applicable  ordinances  and  legislation. 

Requires  considerable  ability  to:  perform  detailed  and  accurate 
timeroll  audits;  make  necessary  computations;  maintain  detailed  records 
of  personnel  transactions;  type  neatly  and  accurately;  deal  effectively 
and  courteously  with  employees  and  other  departmental  personnel. 

PROMOTIVE  LINES: 

To:   Senior  Payroll  Audit  Clerk 

From:   Clerk 


SAM  FRANCISCO  CIVIL  SERVICE  COMMISSION 

ut-w^-a^w— -V-*' 

CLASS  TITLE:   SENIOR.  PAYROLL  AUDIT  CLERK  CODE:   12l!| 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  responsible  and  exacting  supervisory  work  in 
connection  with  the  audit  of  timerolls  and  the  maintenance  of  personnel 
records j  and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  explaining  and  carrying 
out  existing  methods,  procedures,  rules  and  regulations  relative  to  payroll 
procedures  and  various  personnel  transactions;  making  frequent  responsible 
contacts  with  departmental  personnel  relative  to  payroll  and  personnel 
procedures;  supervising  the  maintenance  of  detailed  personnel  records. 

EXAMPLES  OF  DUTIES: 

1,  Acts  for  the  principal  payroll  audit  clerk  in  his  absence;  super- 
vises and  performs  the  audit  of  timerolls  in  accordance  with  pertinent 
regulations, 

2,  Trains  new  employees  in  timeroll  audit  methods;  instructs  employees 
in  procedural  changes;  consults  with  and  assists  subordinates  in  unusual  or 
difficult  cases, 

3,  Informs  and  instructs  departmental  personnel  clerks  and  others 
regarding  unusual  or  difficult  problems  relating  to  timeroll  preparation  or 
other  personnel  transactions;  renders  interpretations  of  charter,  civil 
service  commission  rules,  annual  salary  ordinance,  annual  salary  standardi- 
zation ordinance,  ordinances  relating  to  residence,  vacation  and  sick  leave 
and  applicable  court  orders  and  city  attorney's  opinions, 

U,  Approves  timerolls  and  other  documents  relating  to  personnel 
transactions, 

5,  Studies  and  analyzes  changes  in  legislation  affecting  the  work  of 
the  department  in  order  to  determine  necessary  changes  in  methods  and 
procedures  used, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  five  years  of  progressively  responsbile 
clerical  experience,  preferably  in  the  audit  of  timerolls  and  the  mainte- 
nance of  personnel  records,  including  at  least  one  year  of  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge  of: 
modern  office  procedures  and  techniques,  especially  as  they  relate  to 
payroll  audit  procedures;  applicable  laws,  ordinances,  rules  and  regula- 
tions . 

Requires  ability  to:   interpret  legislation  affecting  payroll  proce- 
dures; supervise  the  work  of  subordinates  engaged  in  the  audit  of  time- 
rolls  and  the  maintenance  of  detailed  and  important  records;  make  necessary 
calculations*  deal  tactfully  and  effectively  with  employees  of  other  city 
departments, 

PROMOTIVE  LINES:    To:   Principal  Payroll  Audit  Clerk 

From:   Payroll  Audit  Clerk 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:  PRINCIPAL*  JAYHQH.  AUDIT  CLERK  CODE:   1216 

CHARACTERISTICS  OP  THE  CLASS: 

Under  general  direction,  supervises  the  activities  of  a  group  of  sub- 
ordinates engaged  in  responsible,  specialized  clerical  work  relating  to 
the  audit  of  departmental  timerolls  and  the  maintenance  of  detailed 
personnel  records;  and  performs  related  duties  as  requiredo 

Requires  responsibility  for:   explaining,  interpreting,  carrying 
out  and  enforcing  existing  policies,  methods  and  legislation  pertaining 
to  payroll  procedure  and  various  personnel  transactions;  making  frequent 
important  contacts  with  officers  and  employees  of  other  city  departments; 
checking,  reviewing  and  appraising  important  detailed,  and  often  complex, 
personnel  and  related  records  and  procedures<> 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns,  and  directs  the  work  of  subordinates  engaged 
in  the  audit  of  departmental  timerolls  and  the  preparation  and  mainten- 
ance of  important  and  detailed  personnel  records  and  reports. 

2.  Consults  with  officers  and  employees  of  various  city  depart- 
ments on  matters  relating  to  payroll  procedures  and  other  personnel 
transactions;  interprets  and  explains  applicable  legislation,  such  as 
charter  provisions,  ordinances  and  the  rules  of  the  civil  service  comm- 
ission. 

3.  Trains  new  employees  in  timeroll  audit  procedure;  instructs 
subordinates  in  procedural  changes  and  interprets  legislation  in  unusual 
or  difficult  cases. 

4o   Certifies  departmental  timerolls  and  approves  various  personnel 
transactions. 

5.   Analyzes  and  studies  new  or  changed  legislation  affecting  pay- 
roll procedure  or  other  personnel  transactions;  makes  recommendation  to 
superiors  regarding  procedural  revisions  necessitated  by  such  new  legis- 
lation. 

MINIMUM  ,:U. IL IFICATIONS : 

Training  and  Experience:  Requires  completion  of  four  years  of  high 
school,  including  or  supplemented  by  commercial  or  business  courses,  and 
at  least  seven  years  of  progressively  responsible  clerical  experience  in 
the  preparation  or  audit  of  detailed  and  complex  payrolls  and  the  prepar- 
ation and  maintenance  of  personnel  records  and  renorts,  which  shall  have 
included  at  least  three  years  of  responsible  supervisory  experience;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge?  Abilities  and  Skills:   Requires  comprehensive  knowledge 
of:  modern  office  procedures  and  techniques;  civil  service  commission 
rules,  charter  provisions,  laws,  ordinances,  policies  and  methods 
applicable  to  payroll  procedure. 


CLASS  TITLE:  PRINCIPAL  PAYROLL  AUDIT  CLERK  (continued)         CODE:   1216 

Requires  the  ability  to:   interpret  and  enforce  legislation  affecting 
payroll  procedure!  deal  tactfully  and  effectively  with  officers  and  em- 
ployees of  various  city  departments;  plan  and  supervise  the  work  of  a 
sizeable  group  of  employees  and  prepare  accurate  and  concise  reports 
dealing  with  a  variety  of  complex  subject  matter. 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

From:   Senior  Payroll  Audit  Clerk 


I 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(new  CLASS) 

CLASS  TITLE:  SENIOR  CERTIFICATION  CLERK  CODS;  1217 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  assists  in  supervising  the  activities  of  a  group  of  subordinates 
engaged  in  responsible,  specialized  clerical  work  relating  to  the  certification  of 
eligibles  from  Civil  Service  lists;  and  perforins  related  duties  as  required. 

Requires  responsibility  for  explaining  and  carrying  out  existing  policies,  methods 
and  procedures  pertaining  to  certification  activities;  making  contacts  with  the 
general  public,  eligibles,  employees  and  representatives  of  other  City  departments 
and  outside  organizations  for  the  purpose  of  furnishing  or  obtaining  information  re- 
lating to  the  certification  process;  preparing  and  reviewing  detailed  personnel  end 
related  procedures. 

EXAMPLES  OF  DUTIE5 : 

1.  Assists  in  supervising  and  coordinating  the  processing  of  requisitions  for 
certification  of  eligibles  for  employment  in  the  various  City  departments  both  per- 
manent and  temporary,  including  writing  of  notices  of  appointments  to  eligibles  and 
maintenance  of  records  pertaining  to  responses,  waivers  and  other  matters, 

2.  Assists  in  the  review  of  subordinates'  work;  gives  training  and  instruction 
regarding  proper  procedures  in  processing  various  forms  and  disposing  of  questions 
and  problems  arising  as  a  result  of  dealing  with  the  public,  as  well  as  various 
operating  departments. 

3.  "ssists  in  supervising  and  participation  in  the  receipt  of  notices  of 
appointment  from  eligibles  and  the  processing  of  eligibles. 

h.     Supervises  the  maintenance  of  detailed  personnel  records  and  related  files; 
assists  in  supervising  personnel  records  regarding  abolishment  of  eligible  lists, 
transfers,  disability  transfers,  changes  of  addresses  and  medical  files. 

5>.  Assists  in  supervising  the  compilation  of  data  pertaining  to  status  of 
eligible  list  appointments,  need  for  additional  lists  and  other  special  and  related 
matters. 

6.  Assists  in  supervising  rnd  participating  in  service  to  the  public  and  fur- 
nishing information  and  answering  a  wide  variety  of  questions  regarding  explanation 
of  rules,  regulations,  procedures,  eligible  lists,  layoff  of  employees  and  vscrtion 
of  employments. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  h  years  of  high  school,  in- 
cluding or  supplemented  by  commercial  or  business  courses  and  at  least  5  years  of 
varied  personnel  clerical  and  office  experience  which  shall  have  included  examina- 
tion and  certification  procedures;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge,  "bilities  and  Skills:  Requires  good  knowledge  of  Charter  provisions, 
Civil  Service  riules  and  Regulations  and  methods  and  procedures  applicable  to  Civil 
Service  examination  and  certification  services  and  activities. 

Requires  supervisory  skill  and  ability  to:  Organize  and  direct  the  processing 
of  certification  matters;  the  maintenance  of  detailed  records  and  files;  the  de- 
velopment and  maintenance  of  good  employee  and  public  relations. 

Requires  sufficient  skill  to  tyre  h$   net  words  per  minute. 


ADOPTED:  September  16,  1968 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(NEW  CLASS) 

|      CLASS  TITLE:   PAYROLL  SUPERVISOR  CODE:   1218 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  is  responsible  for  planning  and  administering  the 
activities  of  a  large,  varied  and  complex  payroll  division;  performing  highly- 
difficult  and  responsible  payroll,  certification  and  office  supervisory  work  in 
connection  there-with;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   Interpreting,  coordinating  and  enforcing 
existing  methods  and  procedures;  developing  new  procedures  and  techniques  to  im- 
prove the  operations  of  the  unit  supervised;  making  regular  responsible  contacts 
with  departmental  personnel,  representatives  of  outside  organizations  and  others 
to  explain  and  interpret  special  procedures  and  regulations  on  payroll  and  cer- 
tification operations  and  related  matters;  supervising  and  training  employees  in 
the  preparation,  review  and  maintenance  of  a  variety  of  complex  payroll,  personnel 
and  related  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1 .  Plans,  assigns  and  reviews  the  duties  of  subordinate  employees  engaged 
inthe  preparation  of  timerolls,  payroll  and  personnel  records  and  related  reports. 

2.  Supervises  the  overall  operation  of  the  certification  division;  reviews 
the  certification  of  eligibles  from  lists,  the  processing  of  appointments  and 
coordinates  same  with  the  payroll  audit  division. 

»3.  Interprets  pertinent  labor  contract  provisions,  charter  and  adminis- 
trative code  provisions,  civil  service  rules,  annual  salary  and  salary  stand- 
ardization ordinances,  departmental  rules  and  other  documents  governing  employee's 
pay  and  benefit  rights;  provides  written  and  oral  explanations  to  management,  un- 
ion officials  and  employees. 

4-.  Participates ' in  conferences  and  staff  meetings  relating  to  departmental 
activities,  civil  service  rule  changes  and  new  procedures  to  improve  payroll 
operations;  participates  in  meetings  regarding  electronic  data  processing  and 
its  application  to  payroll  and  personnel  operations. 

5.  Confers  with  the  Controller's  office,  departmental  representatives, 
Health  Service  System  and  Retirement  System  in  connection  with  the  interpret- 
ation and  application  of  various  laws,  codes,  rules,  accounting  controls  and 
other  matters  pertaining  to  payroll  operations. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  four  years  of  high  school, 
supplemented  by  at  least  ten  years  of  progressively  responsible  clerical  and 
office  experience  in  the  preparation  and  maintenance  of  detailed  and  complex 
payroll  and  personnel  records  and  reports,  including  at  least  five  years  of  ret- 
sponsible  supervisory  experience;  or  an  equivalent  combination  of  training  and 
experience . 

Knowledge.  Abilities  and  Skills:  Requires  a  comprehensive  knowledge  of: 
Modern  office  methods  and  procedures  and  the  operation  and  use  of  office  machines 
and  equipment;  payroll  preparation  and  record  keeping  procedures  applicable  laws, 
™     ordinances,  policies,  rules  and  regulations  governing  the  preparation  and  process- 
of  payroll  and  personnel  records  and  report s. 

Requires  knowledge  of  electronic  data  processing  application  to  payroll 
operations . 


CLASS  TITLE:   PAYROLL  SUPERVISOR  CODE:   1218 

MINIMUM  QUALIFICATIONS:   (contd) 

Requires  considerable  ability  and  skill  to:  Develop  policy  for  a  complex 
payroll  function  in  a  large  system;  develop  constructive  changes  and  initiative 
to  continually  meet  payroll  deadlines  for  a  large  department;  ability  to  su- 
pervise the  work  of  subordinates;  maintain  a  variety  of  complex  payroll  and 
personnel  records  and  prepare  important  reports  therefrom. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:   1216  Principal  Timeroll  Audit  Clerk 

1226  Chief  Payroll  and  Personnel  Clerk 


Adopted:  May,  25,  1973 


DOCUMENTS  DEPT. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  PUBLIC  LIBRARY 

JOBE  CODE  TITLE:  PAYROLL  MANAGER,  SAN  FRANCISCO  JOB  CODE:  1219 

COMMUNITY  COLLEGE  DISTRICT  Business  Unit:  SFCCD 

DEFINITION: 


Under  general  direction,  is  responsible  for:  managing  and  directing  computerized  payroll 
production  for  Community  College  District;  developing,  implementing,  maintaining  and 
evaluating  procedures  and  guidelines;  directing  and  advising  staff  on  payroll  related  guidelines 
and  procedures;  coordinating  and  monitoring  compliance  of  payroll  activities  with  provisions  of 
federal,  state  and  local  laws  and  guidelines. 

DISTINGUISHING  FEATURES: 

The  Payroll  manager  is  distinguished  from  the  1238  Assistant  Payroll  Director  in  that  the  latter 
manages  the  analytical  and  systems  related  activities  required  to  support  citywide  payroll 
operations  and  the  former  manages  the  payroll  functions  of  one  large  City  department. 

SUPERVISION  EXERCISED: 


The  Payroll  Manager  supervises  professional,  technical  and  clerical  payroll  and  accounting 
personnel. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 


According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Manages  and  directs  payroll  functions  of  the  Community  College  District. 

2.  Implements  and  monitors  procedures  to  ensure  integrity  of  the  payroll  system. 

3.  Ensures  Community  College  District  payroll  procedures  comply  with  applicable  federal, 
state  and  local  laws  and  guidelines. 

4.  Provides  training  in  methods,  procedures  and  utilization  of  payroll  software  to  payroll 
personnel. 

5.  Plans,  assigns  and  reviews  the  duties  of  professional  and  technical  staff  engaged  in 
payroll  functions;  provides  guidance  in  the  preparation,  review  and  maintenance  of  a 
variety  of  complex  payroll  records  and  reports. 

6.  Analyzes  workflow  and  procedures  to  determine  most  efficient  methods  of  performing 
payroll  functions. 

7.  Resolves  problems  related  to  calculations,  processing,  accuracy  of  employees  payroll 
checks  and  distribution  in  coordination  with  the  Community  College  District's  Human 
Resources  Department. 

8.  Confers  with  departmental  representatives,  Health  Service  System,  Retirement  System, 
representatives  of  outside  organizations,  and  others  regarding  the  interpretation  and 
application  of  various  laws,  codes,  rules,  accounting  controls  and  other  matters  pertaining 
to  payroll  operations. 

9.  Performs  related  duties  as  required. 


JOB  CODE  TITLE:  PAYROLL  MANAGER,  SAN  FRANCISCO  JOB  CODE:  1219 

COMMUNITY  COLLEGE  DISTRICT  Business  Unit:  SFCCD 


JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 


Knowledge  of:  computerized  payroll  system;  payroll  tax  laws;  payroll  procedures  of  a  large 
organization;  applicable  laws,  ordinances,  policies,  rules  and  regulations  governing  the 
preparation  and  processing  of  payroll  and  personnel  records  and  reports. 

Ability  to:  develop  policies  and  procedures  for  a  complex  computerized  payroll  system; 
analyze,  interpret,  and  implement  union  contracts;  manage  and  direct  payroll  functions  and 
payroll  personnel;  develop  and  implement  procedural  changes;  supervise  the  work  of  payroll 
staff;  maintain  a  variety  of  complex  payroll  and  personnel  records;  and  prepare  statistical  and 
narrative  reports,  correspondence  and  memos. 

Training  and  Experience:  Possession  of  a  BA  degree  in  accounting  or  a  closely  related  field 
from  an  accredited  college  or  university  and  five  years  supervisory  work  experience  in  a  payroll 
environment. 

Effective  Date:        6/2/2000 


DOCUMENTS  DEPT. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO  cDAwncrn 

DEPARTMENT  OF  HUMAN  RESOURCES  bAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:  PAYROLL  CLERK  JOB  CODE:  1220 

Business  Unit:  COMMN 

DEFINITION:  Under  supervision,  is  responsible  for  calculating  and  posting  payroll  and  timekeeping  information 
of  a  routine  nature.  The  essential  functions  include:  inputting  data  regarding  payroll,  timekeeping  and  personnel 
information  into  an  automated  or  manual  system;  preparing  a  variety  of  payroll/personnel  related  forms,  memos, 
reports,  and  other  correspondence;  providing  clerical  support  to  departmental  staff;  analyzing  and  interpreting 
computer  reports  in  order  to  respond  to  employee  payroll  problems  and  discrepancies;  providing  information  to 
employees  and  other  departmental  staff  regarding  routine  timekeeping  and  payroll  inquiries;  maintaining  files  and 
records;  providing  accurate  and  complete  documentation  of  payroll/personnel  transactions  in  hard  copy;  analyzing 
and  interpreting  economic  provisions  of  collective  bargaining  agreements;  and  performing  related  duties  as 
required.  The  nature  of  work  may  require  mandatory  overtime  including  nights,  weekends,  and  holidays. 

DISTINGUISHING  FEATURES: 

The  1220  Payroll  Clerk  is  the  entry-level  position  in  this  series.  This  job  code  is  distinguished  from  the  1222 
Senior  Payroll  and  Personnel  Clerk  by  the  latter's  supervisory  responsibility  and  responsibility  for  performing  the 
more  difficult  work  involved  in  the  complex  function  or  issues  of  a  payroll  and/or  personnel  unit. 

SUPERVISION  EXERCISED:  None 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  109,  the  duties  specified  below  are  representative  of  the  range  of 
duties  assigned  to  1220  Payroll  Clerk  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Calculates,  posts  and  audits  payroll  and  timekeeping  information,  utilizing  basic  mathematical  techniques  in 
order  to  document  and  assure  the  accuracy  of  employee  work  hours,  vacation  hours,  sick  pay  credits,  leave 
credits,  State  Disability  Insurance,  Worker's  Compensation  and  other  related  calculations. 

2.  Inputs  data  into  an  automated  system  regarding  payroll,  timekeeping  and  personnel  information  to  maintain 
accurate  and  up-to-date  records. 

3 .  Provides  courteous,  flexible  and  satisfactory  customer  service  by  responding  to  routine  timekeeping  and  payroll 
inquiries,  making  changes  to  employees  information,  resolving  discrepancies  and/or  clarifying  procedures  for 
employees,  supervisors,  managers  and  others,  both  in  person  and  over  the  telephone. 

4.  Prepares  a  variety  of  forms,  correspondence,  inter-departmental  memos,  input  documents  and  problem  reports 
to  provide  departmental  payroll/personnel  support. 

5.  Maintains  detailed  files  and  record-keeping  systems  to  assure  accurate  and  complete  documentation  of 
payroll/personnel  transactions  in  original  copy. 

6.  Receives,  bursts,  distributes  and  files  payroll/personnel  related  reports. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  overall  operations  of  a  payroll/personnel  department,  including  activities  relating  to  wages, 
salaries,  attendance,  employee  benefits  (i.e.,  State  Disability  Insurance  and  Worker's  Compensation);  the  automated 
processing  of  payroll,  timekeeping  and  personnel  transactions;  and  basic  mathematical  concepts 

Ability  to:  analyze  problems  and  discern  discrepancies  related  to  payroll  and  timekeeping  matters;  accurately  and 
rapidly  perform  mathematical  calculations  by  hand  and  by  machine;  relate  tactfully  and  effectively  with  others; 
communicate  clearly  and  effectively  in  routine  and  stressful  situations;  prepare  a  variety  of  payroll  documents  and 
records;  input  data  accurately  into  an  automated  system;  and  comprehend  and  interpret  procedural  and  other 
information  relating  to  payroll  operations. 


JOB  CODE  TITLE:  PAYROLL  CLERK  JOB  CODE:  1220 

Business  Unit:  COMMN 


EXPERIENCE  AND  TRAINING  GUIDELINES: 

1 .    One  ( 1 )  year  verifiable  experience  preparing,  calculating  and  maintaining  employee  payroll 

records;  OR 
2     Six  (6)  months  verifiable  experience  preparing,  calculating  and  maintaining  employee  payroll  records  AND 

completion  of  six  (6)  semester  or  equivalent  quarter  units  of  coursework  in  Business  Administration  from  an 

accredited  college,  university  or  business  school;  OR 

3.  Successful  completion  of  twelve  (12)  semester  or  equivalent  quarter  units  in  Business  Administration  from  an 
accredited  college,  university  or  business  school;  OR 

4.  Possession  of  a  Certified  Payroll  Professional  (CPP)  Certificate  issued  by  the  American  Payroll  Association; 
AND 

5.  Ability  to  type  25  words-per-minute  net. 

SPECIAL  REQUIREMENTS: 

Employees  may  be  required  to  lift  at  least  25  lbs.  of  payroll/personnel  records.  Some  positions  require  driving  a 
City  vehicle  for  pickup  and  delivery  of  checks. 

Effective  date:  4/24/72 

Amended  date:  3/21/01 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the  most 
recent  job  analysis  conducted  for  this  job  code.  g 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  SENIOR  PAYROLL  AND  PERSONNEL  CLERK  JOB  CODE:  1222 

DEFINITION: 

Under  general  supervision,  the  Senior  Payroll  and  Personnel  Clerk  is  responsible  for  calculating,  reviewing,  verifying  and 
posting  complex  payroll,  timekeeping  and  personnel  information;  inputting  data  regarding  personnel,  payroll  and  timekeeping 
into  a  manual  or  automated  system;  generating  and  reviewing  a  variety  of  automated  reports  on  a  routine  basis,  detecting  and 
responding  to  due  dates,  errors,  and  discrepancies;  and  reading,  analyzing  and  interpreting  Memoranda  of  Understanding 
(MOU's)  for  represented  employee  organizations. 

DISTINGUISHING  FEATURES: 

The  1222  Senior  Payroll  and  Personnel  Clerk  is  the  advanced-joumey-level  position  in  this  series.  This  job  code  is 
distinguished  from  the  1220  Payroll  Clerk  by  its  supervision  of  payroll  clerks  and  other  clerical  positions  and  responsibility  for 
performing  the  more  difficult  work  involved  in  the  complex  function  or  issues  in  a  payroll  and/or  personnel  unit. 

SUPERVISION  EXERCISED:  May  supervise  1220  Payroll  Clerks  and  other  clerical  staff. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  the  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  range  of  duties 
assigned  to  the  1222  Senior  Payroll  and  Personnel  Clerk  and  are  not  intended  to  be  an  inclusive  list. 

1.  May  supervise  payroll/personnel  clerks  and  other  clerical  staff  by  training,  evaluating,  providing  daily  direction  and 
verifying  accuracy  of  work;  also,  may  counsel  or  coach  employees  to  resolve  disciplinary  problems;  provides 
documentation  and  drafts  recommendations  for  performance  evaluations 

2.  Calculates,  posts  and  may  audit  complex  payroll  and  timekeeping  information,  utilizing  basic  mathematical  techniques 
and  data  coding  or  data  input  in  order  to  document  and  assure  the  accuracy  of  employee  hours  and/or  leave  credits. 

3.  Inputs  payroll,  timekeeping  and  personnel  information  data  into  automated  system  to  maintain  accurate  and  up-to-date 
record-keeping. 

4.  Analyzes  and  interprets  computer  output  reports  in  order  to  respond  to  employees'  payroll  problems  and  discrepancies; 

generates,  reviews  and  maintains  a  variety  of  automated  reports  such  as  promotions,  increments  and  other  related  reports 
on  a  routine  basis;  responds  to  due  dates  for  time-limited  actions  and  notifies  supervisor  or  follow-up  activities,  corrects 
record  discrepancies. 

5.  Responds  to  employee  and  departmental  complaints/inquiries,  in  person,  in  writing  or  by  telephone  to  resolve 
payroll/personnel  transaction  issues. 

6.  Prepares  forms,  correspondence,  inter-departmental  memos,  inputs  documents,  problem  reports  concerning 
payroll/personnel  transactions,  employment  and  credit  references  and  verifications. 

7.  Prepares  and  records  routine  payroll/personnel  transactions  to  employee  records  such  as  separation  reports,  leaves,  and 
other  related  payroll/personnel  documents;  maintains  records  of  pay  rate  changes. 

8.  Receives,  bursts,  distributes  and  files  payroll/personnel  related  reports;  maintains  detailed  files  and  recordkeeping  systems 
to  assure  accurate  and  complete  documentation  of  payroll/personnel  transactions  in  original  copy. 

9.  May  participate  in  running  the  check-signing  machine  for  check  distribution  purposes. 

10.  Performs  related  duties  as  required. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  overall  operations  of  a  payroll/personnel  department,  including  activities  relating  to  wages,  salaries, 
attendance,  employee  benefits  (i.e.,  State  Disability  Insurance  and  Worker's  Compensation),  automated  payroll  system  and 
other  payroll/personnel  transactions. 

DOCUMENTS  DEPT. 

MAR  2  7  2000 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


JOB  CODE  TITLE:  SENIOR  PAYROLL  AND  PERSONNEL  CLERK  CLASS  CODE:  1222 


Ability  to:  problem-solve,  perform  calculations,  provide  direction,  training  and  support  to  payroll,  personnel  and  other  clerical 
employees;  provide  documentation  and  recommendations  for  performance  evaluations;  relate  tactfully  and  effectively  with 
others,  work  under  stressful  situations,  communicate  clearly  and  effectively  in  routine  and  stressful  situations;  prepare  a  variety 
of  payroll  and  personnel  documents  and  records,  including  data  input;  comprehend  and  interpret  procedural  and  other 
information  relating  to  payroll  and  personnel  operations. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Experience: 

Two  (2)  years  of  verified  experience  preparing,  calculating  and/or  maintaining  employee  payroll  records;  OR 

Training  and  Experience: 

One  (1)  year  verified  experience  preparing,  calculating  and/or  maintaining  employee  payroll  records  AND  EITHER 
successful  completion  of  twelve  (12)  semester  units  of  coursework  in  Business  Administration  from  an  accredited  college, 
university  or  business  school;  AND 

Ability  to  type  35  wpm. 

SPECIAL  REQUIREMENTS: 

Employees  may  be  required  to  lift  at  least  25  lbs.  of  payroll 'personnel  records. 

Effective  date:    2/23/61 

Amended  date:  3/10/00 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities  defined  in  the  most 

recent  job  analysis  conducted  for  this  job  code. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   PRINCIPAL  PAYROLL  AND  PERSONNEL  CLERK  CODE:   122*+ 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  is  responsible  for  directing  the  activities  of  a 
group  of  subordinates  engaged  in  the  preparation  of  employee  payrolls 
and  the  maintenance  of  employee  personnel  records;  performs  difficult 
and  responsible  clerical  and  office  supervisory  work  in  connection  there- 
with; and  performs  related  duties  as  required. 

Requires  responsibility  for:   interpreting,  enforcing  and  carrying  out 
existing  methods  and  procedures  and  assisting  in  the  development  of  new 
office  procedures  and  techniques  for  the  unit  supervised;  making  regular 
contacts  with  other  departmental  personnel  and  representatives  of  outside 
organizations  to  furnish  and  obtain  information,  explain  procedures  and 
regulations  related  to  payroll  activities;  supervising  the  preparation  and 
maintenance  of  important  and  detailed  payroll  and  personnel  records  and 
reports, 

EXAMPLES  OF  DUTIES: 

1.  Plans,  assigns  and  directs  the  work  of  subordinate  employees 
engaged  in  the  preparation  of  timerolls  and  the  preparation  and  main- 
tenance of  employee  personnel  records;  instructs  new  employees  as  to 
departmental  methods  and  procedures. 

2.  Reviews  and  approves  timerolls  and  all  documents  relating  to 
personnel  transactions „ 

3c   Serves  as  departmental  liaison  with  the  civil  service  commission, 
controller,  retirement,  health  service  and  other  offices  in  connection 
with  the  processing  of  personnel  forms  and  records;  confers  with  represent- 
atives of  the  civil  service  commission,  controller's  office,  health 
service  and  retirement  systems  in  connection  with  the  various  rules  and 
regulations  applicable  to  subordinate  personnel. 

^.  May  prepare  personal  service  and  related  budget  statistics  data; 
maintains  payroll  expenditure  records  for  budget,  allotment  and  employee 
requisitioning  purposes. 

5.   Prepares  and  supervises  the  preparation  of  replies  to  inquiries 
of  other  city  departments  and  outside  organizations  in  connection  with 
departmental  personnel,, 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  four  years  of  high 
school,  supplemented  by  at  least  seven  years  of  progressively  responsible 
clerical  and  office  experience  in  the  preparation  of  detailed  and  com- 
plex payrolls  and  the  preparation  and  maintenance  of  personnel  records 
and  reports,  including  at  least  three  years  of  responsible  supervisory 
experience;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  of: 
modern  office  methods,  techniques  and  procedures  and  ordinary  operations 
and  uses  of  office  machines  and  equipment;  existing  payroll  and  record 
keeping  procedures  and  applicable  laws,  rules  and  regulations 0 


CLASS  TITLE:   PRINCIPAL  PAYROLL  AND  PERSONNEL  CLERK  CODE:   122^ 

(continued) 

Requires  considerable  ability  to:  assign  and  supervise  the  work  of 
subordinates;  make  rapid  and  accurate  mathematical  calculations  by  hand 
or  machine;  maintain  a  variety  of  detailed  records  and  prepare  a  variety 
of  reports  from  such  records;  type  neatly  and  accurately^ 

PROMOTIVE  LINES: 

To:   Chief  Clerk 

Chief  Payroll  and  Personnel  Clerk 

From:   Senior  Payroll  and  Personnel  Clerk 
Senior  Personnel  Clerk 
Principal  Clerk 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLES  CHIEF  PAYROLL  AND  PERSONNEL  CLERK  CODE;  1226 

CHARACTERISTICS  OF  THE  CLASS? 

Tinder  general  directions  is  responsible  for  administering  the  activ- 
ities of  a  large 9  varied  and  complex  payroll  division;  performs  highly 
difficult  and  responsible  clerical  and  office  supervisory  work  in  connec- 
tion therewith?  and  performs  related  duties  as  required.. 

Requires  major  responsibility  fors  interpreting,  coordinating  and 
enforcing  existing  methods  and  procedures  and  assisting  in  the  develop- 
ment  of  new  procedures  and  techniques  related  to  important  detailed  and 
varied  payroll  and  related  office  operations?  making  regular  responsible 
contacts  with  other  departmental  personnel,  representatives  of  outside 
organizations  and  others  to  explain  and  interpret  specialized  procedures 
and  regulations  on  payroll  operations  and  related  matters;  supervising 
the  preparation,  review  and  maintenance  of  a  variety  of  important  detailed 
and  complex  payroll,,  personnel  and  related  records  and  reports<> 

EXAMPLES  OF  DUTIES? 

1.  Plansj  assigns  and  directs,  through  subordinate  supervisory  per- 
sonnel, the  activities  of  employees  engaged  in  the  preparation  of  time- 
rolls  and  the  maintenance  of  related  accounting  controls  and  labor  distri- 
bution charges  governing  a  varied  and  complex  departmental  payroll  operation. 

2o  Interprets  pertinent  laws,  ordinances,  regulations,  policies,  con- 
tract provisions  and  procedures  to  employees,  representatives  of  outside 
agencies  and  groups  and  others  to  clarify  and  expedite  the  processing  of 
payroll  activities « 

3«  Verifies  proper  salary  payment  in  conformance  with  prescribed 
rules  and  regulations  of  various  government  codes  and  charter  provisions; 
certifies  to  the  accuracy  of  completed  payrolls  prior  to  final  approvalo 

4o  Verifies  entries  of  deductions  for  retirement  contributions;  pre- 
pares replies  to  correspondence,  personal  and  telephone  inquiries  pertain- 
ing to  a  wide  variety  of  salary  and  payroll  matterso 

5»  Develops  new  procedures  for  processing  time  and  payroll  reports 
and  related  documents^  trains  and  instructs  new  employees  in  payroll 
methods  and  procedures o 

6o  Personally  participates  in  the  more  difficult  work  pertaining  to 
salary  computations;,  deductions,  distribution  and  other  aspects  of  com- 
plex payroll  activitieso 

7o  Confers  with  representatives  of  the  civil  service  commission, 
controller's  office  and  other  city  departments  in  connection  with  the 
various  laws,  codes 8  rules  and  regulations  applicable  to  particular  de- 
partmental payroll  operations o 

MINIMUM  QUALIFICATIONS s 

Training  and  Experience s  Requires  completion  of  high  school,  supple- 
mented by  at  least  nine  years  of  progressively  responsible  clerical  and 
office  experience  in  the  preparation  and  maintenance  of  complex  and  varied 
payrolls,  related  accounting  controls  and  personnel  records  and  reports, 
including  at  least  five  years  of  responsible  supervisory  experience?  or  an 
equivalent  combination  of  training  and  experience o 


CLASS  TITLE:   CHIEF  PAYROLL  AND  PERSONNEL  CLERK  CODE:   1226 

(continued) 


Knowledge,  Abilities  and  Skills:  Requires  a  thorough  knowledge  of: 
modern  office  methods,  techniques  and  procedures  and  the  operation  and  use 
of  office  machines  and  equipment;  payroll  preparation  and  record  keeping 
procedures;  applicable  laws,  ordinances,  policies,  rules  and  regulations 
governing  the  preparation  and  processing  of  oayroll  and  personnel  records 
and  report So 

Requires  considerable  ability  to:  assign,  supervise,  coordinate  and 
review  the  work  of  subordinates  engaged  in  various  and  complex  payroll 
operation;  maintain  a  wide  variety  of  detailed  and  complex  payroll,  per- 
sonnel and  related  records  and  reports  and  prepare  important  reports 
therefrom. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From:  Principal  payroll  and  personnel  clerk 


♦ 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(RETITLED) 

CLASS  TITLES   TESTING  TECHNICIAN  CODE:   1227 

CHARACTERISTICS  OF  THE  CLASS? 

Under  general  supervision,  assists  in  the  administration  of  examinations;  and 
performs  related  duties  as  requiredo 

Requires  responsibility  for?   following  established  methods  and  procedures  in 
conducting  various  types   of  civil  service  examinations;  frequent  contact  with  ex- 
amination participants  to  explain  examination  procedures,  rules  and  regulations;  pre- 
paring routine  examination  records  and  reports. 

EXAMPLES  OF  DUTIES? 

1.   Conducts  written  tests,  work  sample  and  physical  agility  performance  tests; 
maintains  the  security  of  test  materials,, 

20   Assembles  and  seats  examination  participants  in  proper  places;  inspects  and 
collects  identification  cards  to  ascertain  that  only  authorized  persons  are  ad- 
mitted to  examinations. 

30  Distributes  test  materials  and  instructs  candidates  in  examination  pro- 
cedures; patrols  examination  area  to  make  certain  that  candidates  are  marking  their 
papers  in  appropriate  manner  and  to  prevent  dishonesty  and  collusion  between  candi- 
dates a 

4„   Maintains  order  and  quiet  in  examination  room;  prevents  participants  from 
leaving  examination  room  without  permission  and  from  taking  examination  material  from 
room,, 

50   Gathers  and  checks  examination  material;  packages  test  materials  and  makes 
certain  that  they  are  returned  to  designated  test  headquarters. 

6.  Times,  evaluates  and  records  achievement  of  candidates  on  performance  tests0 

70   Prepares  reports  of  unusual  incidents  occurring  during  examination,  time 
of  examination,  and  materials  usedo 

MINIMUM  QUALIFICATIONS J 

Training  and  Experiences   Requires  completion  of  high  school. 

Knowledge,  Abilities  and  Skills?   Ability  to?   Follow  oral  and  written  instruc- 
tions explicitly;  handle  large  groups  in  an  orderly  manner  and  deal  tactfully  and 
effectively  with  candidates;  speak  clearly  and  distinctly  when  issuing  instructions 
to  examination  participants. 


Adopted?   5/3/62 
Amended?   3/5/73 

(Abolishes  class  1227  Examination  Proctor) 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  SAN  FRANCISCO 

PUBLIC  LIBRARY 
JOB  CODE  TITLE:  SENIOR  TESTING  TECHNICIAN  JOB  CODE:  1228 

Business  Unit:  SFCCD 
Definition: 

Under  direction,  oversees,  administers,  scores  and  reports  results  of  examinations;  supervises  the 
work  of  testing  technicians,  office  clerks  and  examination  proctors. 

Distinguishing  Features: 

The  1228  Senior  Testing  Technician  is  a  supervisory  class  focusing  on  direct  supervision  and 
performing  the  more  complex  duties  of  examination  administration.  This  class  is  distinguished 
from  Class  1227  Testing  Technician  in  that  the  latter  performs  skilled  technician  work  but  does 
not  perform  supervisory  duties. 

Supervision  Exercised:  Supervises  subordinate  testing  technicians,  office  clerks  and 
examination  proctors. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Supervises  and/or  participates  in  the  administration  of  tests  which  includes:  assembling  and 
seating  examination  participants  in  proper  places;  inspecting  and  collecting  identification 
cards  to  ascertain  that  only  authorized  persons  are  admitted  to  examination;  distributing  test 
materials  and  instructing  candidates  in  examination  procedures;  patrolling  examination  area 
to  make  certain  that  candidates  are  marking  their  papers  in  appropriate  manner;  preventing 
dishonesty  and  collusion  between  candidates;  preventing  participants  from  leaving 
examination  room  without  permission  and  from  taking  examination  material  from  room; 
maintaining  order  and  quietness  in  examination  room;  insuring  proper  administration  of 
examination;  and  making  final  decisions  on  questions  that  may  arise  relative  to  the  conduct 
of  the  examination. 

2.  Recruits,  trains,  and  evaluates  testing  technicians,  office  staff  and  proctors;  prepares 
instructions  for  testing  technicians'  assignments;  organizes  examination  materials  for  proper 
distribution;  and  distributes  materials  to  testing  technicians. 

3.  Schedules  examinations  and  locates  examination  sites. 

4.  Assures  compliance  with  mandated  testing  policies  and  practices. 

5.  Maintains  knowledge  of  relevant  scoring  software  and  scoring  equipment  and  troubleshoots 
software  and  hardware-related  scoring  problems. 

6.  Consults  with  and/or  provides  information  to  departmental  and  other  agency  staff  and  the 
public. 

7.  Supervises  and/or  participates  in  gathering  and  checking  examination  materials;  packages 
test  materials  and  ensures  that  they  are  returned  to  designated  test  headquarters;  exercises 
surveillance  over  and  ensures  safety  of,  storing  and  disposing  of  examination  materials; 
orders  exam  materials  and  supplies. 

8.  Scores  tests  using  manual  or  machine  processing  such  as  electronic  optical  scanners  and 
computers;  records  scores  and  furnishes  them  to  authorized  persons;  maintains  testing 
database  and  related  records. 

9.  Performs  other  duties  as  required. 


JOB  CODE  TITLE:  SENIOR  TESTING  TECHNICIAN  JOB  CODE:  1228 

Business  Unit:  SFCCD 

I 

Job  Related  and  Essential  Qualifications: 

Knowledge  of:  methods  and  procedures  used  in  the  administration  of  a  variety  of  examinations. 

Skill  and  Ability  to:  organize  and  inspect  the  activities  of  testing  technicians,  proctors  and 
office  staff;  provide  training  where  needed;  plan  and  oversee  the  activities  involved  in  the 
examination  administration,  scoring,  and  preparation  of  reports;  communicate  clearly,  concisely 
and  effectively  both  orally  and  in  writing,  in  order  to  give  oral  instructions,  answer  questions  and 
explain  rules,  regulations  and  test  instructions  to  testing  technicians  and  examination  participants 
in  understandable  terms;  deal  effectively  and  courteously  with  test  participants,  testing 
technicians,  staff  of  other  departments  and  agencies  and  the  general  public;  add,  subtract, 
multiply  and  divide  whole  numbers  and  fractions,  including  the  ability  to  compute  scores, 
percentages,  means,  ranges,  etc.  and  to  explain  how  test  scores  were  computed  to  test  takers;  use 
electronic  optical  scanners  and  computers;  and  perform  general  word-processing  duties. 

Experience  and  Training  Guidelines 

1 .  Two  (2)  years  (4,000  hours)  verifiable  experience  in  the  administration  and  scoring  of 
examinations;  OR 

2.  A  baccalaureate  degree  from  an  accredited  college  or  university;  AND 
one  (1)  year  verifiable  experience  administrating  and  scoring  examinations. 

3.  NOTE:     Positions  at  San  Francisco  Community  College  District's  GED  Center  require  i 
possession  of  a  baccalaureate  degree  and  one  (1 )  year  verifiable  experience  administrating 

and  scoring  examinations. 

Effective  Date:  5/3/62 

Amended  Date:  6/9/00 

Reason  for  Amendment:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and  abilities, 
and  minimum  qualifications  defined  in  the  most  recent  job  analysis  conducted  for  this  job  code. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:  PERSONNEL  OFFICE  SUPERVISOR,  CODE;   1229 

SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 

CHARACTERISTICS  OF  THE  CUSS : 

Under  general  direction,  is  responsible  for  administering  the  classified 
personnel  transactions  of  the  Board  of  Education;  assigns  permanent  and 
substitute  classified  personnel  to  elementary  schools,  secondary  schools  and 
administrative  offices;  lists  and  reconciles  personal  services,  budget 
allocations  and  prepares  the  classified  personnel  section  of  the  annual 
salary  ordinance. 

Requires  responsibility  for:   carrying  out,  interpreting,  coordinating 
and  enforcing  existing  policies,  methods  and  procedures;  assisting  in  the 
development  of  new  procedures  and  techniques  related  to  classified  personnel 
operations;  making  regular  responsible  contacts  with  representatives  of  other 
departments,  school  principals,  employees,  employee  organization  repre- 
sentatives and  the  general  public  on  assignments  and  other  personnel  matters 
affecting  classified  employees;  supervising  the  preparation,  review  and 
maintenance  of  employee  personnel  records  and  of  a  variety  of  important  and 
complex  related  reports  and  records . 

EXAMPLES  OF  DUTIES: 

1,  Maintains  personnel  records  necessary  to  prepare  bi-monthly  personnel 
resolutions  for  the  Board  of  Education  agenda  and  recommends  more  efficient 
record  keeping  for  this  purpose;  notifies  classified  and  certificated  personnel 
of  matters  affecting  them  on  Board  of  Education's  calendar,  such  as  sabbatical 
leave,  travel  authorizations . 

20  Assists  in  the  planning  of  in-service  clerical  training  and  orienta- 
tion programs  for  new  employees;  assists  in  the  development  of  curriculum  to 
meet  the  training  needs  for  various  groups  of  clerical  employees. 

3.  Carries  out,  interprets  and  enforces  existing  personnel  policies  and 
regulations  in  connection  with  the  assignment  of  classified  personnel  and  the 
preparation  and  processing  of  personnel  documents  and  records. 

U.  Supervises  the  preparation  of  all  personnel  transactions  and  documents 
submitted  to  the  Civil  Service  Commission  from  the  Board  of  Education;  analyzes 
applications,  interviews  applicants  and  explains  duties  of  position,  the 
policies  and  regulations  of  the  Civil  Service  Commission  and  the  School  District, 

3>.  Prepares  Board  of  Education's  section  of  annual  salary  ordinance; 
maintains  personnel  data  related  to  timerolls  and  payrolls;  maintains  control 
records  for  positions  and  classified  personnel  in  the  School  District, 

6.  Instructs  and  trains  new  employees  of  the  School  District  in  the 
clerical  procedures  and  policies  of  the  San  Francisco  Unified  School  District; 
assists  the  senior  departmental  personnel  officer  in  the  assignment,  reassign- 
ment, placement,  transfer  and  training  of  personnel  and  other  related  in-service 
personnel  activities. 

7.  Confers  with  civil  service  staff  in  expediting  personnel  transactions, 
placement,  employee  evaluation  and  other  personnel  services. 


CLASS  TITLE;   PERSONNEL  OFFICE  SUPERVISOR,  CODE:   1229 

SAN  FRANCISCO  UNIFIED  SCHOOL  DISTRICT 
(Continued) 


MINIMUM  QUALIFICATIONS  £ 

Training  and  Experience ;  Requires  completion  of  2  years  college, 
supplemented  by  at  least  h   years  of  progressively  responsible  varied 
personnel  and  office  experience,  or  an  equivalent  combination  of  training 
and  experience o 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of: 
the  practical  aspects  of  school  district  personnel  administration,  with 
emphasis  on  personal  services,  budgeting  and  other  personnel  matters; 
good  knowledge  of  the  principles  and  techniques  of  public  administration, 
particularly  as  applicable  to  the  field  of  school  district  administration 
and  of  the  provisions  of  the  city  charter  as  it  relate*  to  personnel 
activities  of  the  school  district;  the  policies  and  procedures  of  the 
Civil  Service  Commission;  a  working  knowledge  of  the  civil  service 
rules  and  laws0 

Requires  considerable  ability  to:  develop  and  maintain  effective 
working  relationships  with  department  heads,  supervisory  personnel  and 
employees;  meet  and  deal  tactfully  and  effectively  with  department 
employees  and  their  representatives;  recommend  solutions  to  personnel 
problems  based  on  an  analysis  of  the  situation;  interview  and  assign 
employees;  formulate  and  express  ideas  concisely  and  clearly;  maintain 
a  wide  variety  of  detailed  and  complex  personnel  and  related  records 
and  prepare  important  reports  therefrom. 

PROMOTIVE  LINES: 

To:  No  normal  lines  of  promotion 

From: 
ADOPTED :   12/26/63 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PERSONNEL  AIDE  (EXAMINING)  CODE:   1230 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  professional  duties  in 
the  technical  phases  of  general  personnel  work,  especially  dealing  with 
various  aspects  of  recruitment  and  certification;  analyzes  applications, 
evaluates  education  and  experience;  assists  in  interviewing  applicants 
regarding  entrance  requirements;  assists  in  preparing  required  reports 
and  records  regarding  acceptance  or  rejection  of  applications  and  other 
information  concerned  with  recruitment,  examination  and  certification 
matters;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods,  pro- 
cedures, rules  and  regulations  applicable  to  recruitment  matters; 
making  contacts  with  applicants  requiring  explanation  and  interpretation 
of  policies,  procedures,  rules  and  regulations;  preparing  and  maintaining 
routine  personnel  information  and  records  in  connection  with  specific 
recruitment  matters. 

EXAMPLES  OF  DUTIES: 

lo  Analyzes  examination  needs;  evaluates  complete  "applications 
for  examination"  forms;  makes  decisions  as  to  disposition,  qualifications 
of  applicants  and  other  preliminary  matters. 

2.  Interviews  applicants  and  checks  various  background  details; 
directs  the  mailing  of  credential  cards  for  pertinent  examinations; 
administers  certain  non-assembled  examinations  for  specific  classifications; 
scores  and  lists  applicants  in  relative  order  of  excellence. 

3.  Supervises  administration  of  typing  and  stenographer  tests  and 
scores  results;  interviews  and  otherwise  evaluates  limited  tenure 
applicants  and  decides  their  disposition. 

U.  Registers  applicants  for  laboring  positions  and  takes  finger- 
print records;  maintains  file  of  veteran  preference  cards  and  other 
special  forms;  posts  notices  regarding  mailing  of  credential  cards; 
dictates  lists  to  out-of-town  applicants. 

£.  Serves  at  public  counter;  answers  telephone  questions  regarding 
applications,  rules  and  regulations,  recruitment  and  examination  matters; 
receives  and  time  stamps  application  forms  and  makes  spot  audits  to 
assure  accuracy  and  completeness;  advises  applicants  regarding  needed 
corrections  or  additions. 

6.  Files  completed  applications  for  subsequent  reference  and 
review;  directs  persons  to  various  departments,  including  those  desiring 
to  review  past  examinations;  answers  telephone  inquiries  and  makes 
decisions  regarding  application  and  examination  matters „ 

7.  Makes  various  statistical  computations  and  compilations  in 
conjunction  with  analysis  of  test  and  examination  materials  and  results; 
performs  special  research  assignments,  as  required,. 

8.  Assists  in  preparing  announcements  for  future  examinations, 
including  interviewing  department  heads  and  others,  and  acting  as  liaison 
between  recruitment  division  and  individuals  interviewed;  checks  various 
records  to  assure  correctness  of  material  for  inclusion  in  examination 
announcements,, 

9.  Assists  in  ranking  examination  papers  and  preparing  resulting 
eligible  list;  co-ordinates  established  time  schedules  for  various 
examinations  and  prepares  examination  credentials,  as  necessary. 

10.  Assists  'in  the  supervision  and  co-ordination  of  certification 
activities;  reviews  and  analyzes  existing  procedures;  develops  new 
procedures  and  prepares  reports  thereon. 


CLASS  TITLE:   PERSONNEL  AIDE  (EXAMINING) 

(Continued)  CODE:   1230 

11.  Makes  various  statistical  computations  and  compilations  in  con- 
junction with  analyses  of  test  and  examination  materials  and  results;  per- 
forms special  research  assignments,  as  required. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:  Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  psychology, 
education,  or  business  administration  with  personnel  management  emphasis, 
which  major  shall  have  included  completion  of  at  least  one  course  in  statistics 
through  correlations  and  two  upper-division  courses  in  the  field  of  tests  and 
measurements;  or  registration  as  a  senior  student  in  the  final  term  in  a  four- 
year  college  or  university^  and  otherwise  meeting  the  above  requirements;  or 
an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  some  knowledge  of  modern  public 
personnel  administration,  especially  as  it  applies  to  the  principles  and 
techniques  of  recruitment  and  examining  as  applicable  to  various  occupational 
fields. 

Requires  ability  to:   analyze,  evaluate  and  assemble  applications  and 
supporting  information  in  determining  qualifications  for  examination;  learn 
and  use  applicable  charter  provisions,  civil  service  rules  and  regulations  in 
the  performance  of  the  duties. 

PROMOTIVE  LINES: 

To:    1232  Personnel  Examiner 

From:  Original  Entrance  Examination 
AMENDED :   1/5/67 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

CLASS  TITLE:       ASSISTANT  MANAGER,  1231 

EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAMS 

DEFINITION: 

Under  general  direction,  performs  difficult  and  responsible  professional  activities  in  the  areas  of 
monitoring,  program  planning,  evaluation  and  implementation  of  the  Department  of  Human  Resources' 
or  a  major  City  department's  Equal  Employment  Opportunity  (EEO)  Program;  advises  and  assists 
departmental  personnel  on  EEO  matters;  directs  the  activities  of  subordinate  staff;  and  performs  related 
duties  as  required. 

DISTINGUISHING  FEATURES: 


Positions  at  this  level  are  assigned  to  either  (1)  the  EEO  Division  of  the  Department  of  Human 
Resources  or  (2)  to  a  major  City  department.  In  the  Department  of  Human  Resources,  the  position 
assists  in  the  administration  of  a  citywide  EEO  Program  and  has  direct  responsibility  for  one  or  more 
major  program  areas.  Positions  assigned  to  major  City  departments  are  distinguished  by  their 
responsibility  for  total  program  direction  of  a  departmental  EEO  Program.  Positions  in  code  1231  are 
distinguished  from  code  1233  Equal  Employment  Opportunity  Programs  Specialist  by  their 
performance  of  more  difficult  and  responsible  activities  and  supervisory  level  of  programmatic 
responsibility. 

SUPERVISION  EXERCISED: 

Supervises  and  directs  the  activities  of  professional  and  other  EEO  staff  at  the  Department  of  Human 
Resources  or  in  a  major  City  department. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTDZS: 


"This  class  specification  shall  be  descriptive  of  the  class  and  shall  not  he  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed.  "  (CSC  Rule  9) 

1.  Provides  technical  assistance  and  supervision  in  the  maintenance  and  implementation  of  outreach 
programs  through  the  use  of  media,  recruitment,  job  fairs  and  presentations  to  insure  a  diverse 
workforce  reflective  of  the  City  and  County  of  San  Francisco. 

2.  Supervises  and  directs  the  compilation  of  periodic  reports  of  the  City's  or  a  department's 
workforce  by  collecting,  compiling  and  analyzing  data  (applicant  flow,  referral  and  appointment, 
workforce  composition  and  demographics  data)  pertinent  to  equal  employment  opportunity; 
supervises,  directs  and  provides  training  in  the  analysis  of  workforce  utilization. 

3.  Interprets  and  explains  Federal,  State,  local  and  other  polices  and  procedures  on  equal 
employment  opportunity  in  response  to  inquiries  from  departments,  employees,  applicants  and 
the  public. 

4.  Conducts  and  supervises  the  investigation,  response  and  settlement  of  discrimination  complaints 
filed  directly  by  individuals  or  through  governmental  agencies  by  applying  mediation  and 
investigation  techniques  in  consultation  with  the  City  Attorney's  Office  and  the  Department  of 
Human  Resources. 

5.  Develops,  designs,  coordinates  and  delivers  training  programs  for  employees  in  EEO,  Americans 
with  Disabilities  Act  (ADA),  workforce  diversity,  and  other  areas  as  necessary. 

6.  Supervises  and  provides  technical  assistance  to  departments  on  ADA  and  coordinates  reasonable 
accommodations  and  programs  for  persons  with  disabilities  in  compliance  with  Federal,  State  and 
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7.  Supervises  and  participates  in  developing  and  amending  equal  employment  opportunity  policies 
and  procedures. 

8.  Supervises  and  directs  activities  in  the  EEO  division  of  the  Department  of  Human  Resources  or  in 
a  major  City  department. 

9.  Supervises  the  work  of  professional  and  other  staff  in  the  areas  of  recruitment,  data  collection  and 
in  the  development,  processing  and  transmittal  of  information  regarding  equal  employment 
opportunity  work  force  diversity. 

10.  Monitors  City  and  departmental  compliance  with  Federal,  State,  and  local  EEO  laws,  regulations 
and  guidelines. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Federal,  State  and  local  laws,  regulations  and  guidelines  pertaining  to  equal 
employment  opportunity/affirmative  action  which  include  the  Uniform  Guidelines  on  Employee 
Selection  Procedures,  Title  VII  of  the  Civil  Rights  Act  of  1964  as  amended,  Executive  Order  1 1246, 
Americans  with  Disabilities  Act  of  1990,  Civil  Rights  Act  of  1991,  Age  Discrimination  in  Employment 
Act,  Rehabilitation  Act  of  1973  Sections  503  and  504,  State  Fair  Employment  Act  and  Department  of 
Fair  Employment  and  Housing  (DFEH)  regulations;  recruitment  methodologies  and  techniques; 
employee  selection  methods  and  the  equal  employment  opportunity  implications;  and  techniques  of 
mediation  and  investigation;  employment  discrimination  standards. 

Ability  to:  apply  Federal,  State  and  local  laws,  regulations  and  guidelines  pertaining  to 
EEO/affirmative  action;  compile,  analyze  and  evaluate  data  regarding  discrimination  complaints, 
workforce  composition  and  applicant  flow  data;  perform  basic  mathematical  computations;  supervise 
and  direct  the  work  of  other  employees;  communicate  effectively  both  orally  and  in  writing  with 
employees,  applicants,  other  agencies,  the  public  and  before  boards  and  commissions. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 
Experience: 

Three  (3)  years  of  experience  performing  work  in  the  area  of  Equal  Employment  Opportunity 
with  major  duties  including  workforce  utilization  analysis;  development  and  implementation  of 
EEO  goals  and  objectives;  investigation  or  resolution  of  employment  discrimination  and  sexual 
harassment  complaints;  or  interpretation  and  application  of  EEO,  ADA  or  other  pertinent  laws, 
regulations  and  guidelines. 

Training: 

Possession  of  a  baccalaureate  degree  from  an  accredited  university  or  college. 

Substitution: 


Additional  experience  as  described  above  may  be  substituted  for  the  required  degree  on  a  year- 
for-year  basis.  Thirty  (30)  semester  units/forty-five  quarter  units  equal  one  year. 

EFFECTIVE  DATE:  3/15/78 

REVIEWED/AMENDED  DATE:  8/20/79,  11/2/92,  7/23/99 

REASON  FOR  AMENDMENT:  To  accurately  reflect  the  current  tasks,  knowledge,  skills  and 
abilities  defined  in  the  most  recent  job  analysis  conducted  for  this  job  code. 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(NEW  CLASS) 

CLASS  TITLE:   TRAINING  OFFICER  CODE:   1232 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction  and  as  a  member  of  a  departmental  personnel  officer's 
staff,  advises  and  assists  in  the  planning  and  conduct  of  employee  training  programs: 
establishes  programs  for  the  development  of  management  staff  and  supervisory  per- 
sonnel; prepares  brochures  and  training  manuals;  coordinates  a  department-wide  safety 
program;  and  performs  other  related  duties  as  required. 

Requires  responsibility  for  the  establishment  of  procedures  for  the  evaluation 
of  employee  training  and  requirements  throughout  a  department  or  comparable  city 
agency  and  for  devising  and  conducting  effective  programs  designed  to  satisfy  those 
requirements. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  the  development,  organization,  coordination,  conduct,  and  evalu- 
ation of  an  on-going  program  of  instruction  for  employees  of  a  department  or  com- 
parable city  agency;  designs  and  implements  programs  for  the  development  of  top 

and  mid-level  managers,  for  working  supervisors,  for  specific  employee  requirements, 
and  for  new  employees. 

2.  Researches,  compiles  and  produces  appropriate  training  literature  to  include 
employee  orientation  materials;  establishes  and  maintains  a  library  of  training  publi- 
cations and  audio-visual  aids  and  supervises  the  circulation  of  same. 

3.  Consults  with  administrators  of  local  school,  colleges,  and  other  teaching 
facilities  for  the  coordination  of  training  requirements  with  available  instructional 
programs;  coordinates  tuition  reimbursement  for  employees  enrolled  in  training  pro- 
grams conducted  by  supporting  instructional  agencies/institutions. 

4.  Assists  in  the  evaluation  of  a  department's  safety  training  requirements  and 
coordinates  a  department /agency- wide  program  to  include  first  aid  instruction. 

5.  Prepares  budget  estimates  for  supplies,  equipment  and  related  expenses  re- 
quired for  the  support  of  training  programs;  procures,  stores  and  distributes  in- 
structional materials. 

6.  Prepares  summaries  and  reports  rf"  training  needs  and  accomplishments  as 
required. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  baccalaureate  degree  from  an  accredited 
college  or  university  with  major  course  work  in  personnel  administration,  employee 
or  industrial  relations  and  three  years  of  progressively  responsible  experience  in 
the  planning,  organizing  and  conducting  of  employee  training  programs.  Graduate- 
level  study  in  the  above  fields  may  be  substituted  for  a  maximum  of  six  months 
practical  training  experience . 

Knowledge.  Abilities  and  Skills:   Requires  a  good  knowledge  of:   The  principles 
and  practices  of  personnel  administration  and  management;  the  principles  of  verbal 
and  written  expression;  the  role  of  the  supervisor;  employee  evaluation,  counseling 
and  training. 

Requires  ability  to:   Write  effective  training  publications;  analyzes  management 
situations  and  data  and  develop  corrective  measures  through  training  techniques. 

Requires  above  average  personal  communication  and  organizational  skills  as  well 
as  skill  in  the  application  of  a  variety  of  training  techniques. 

PROMOTIVE  LINES:  To   :   To  be  determined 

From:   Original  entrance  examination 

Adopted:  12/17/73 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAMS  SPECIALIST      CODE:   1233 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  professional  activities  1n 
the  areas  of  monitoring,  program  planning,  evaluation  and  Implementation  of 
the  Civil  Service  Commission's  Equal  Employment  Opportunity  Programs,  or  an 
Equal  Employment  Opportunity  Program  for  a  major  city  department;  provides 
techncial  assistance  in  the  areas  of  recruitment,  counseling  and  data 
collection;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  Is  a  full  journey  level  class  assigned  to  either  (1)  the  Equal 
Employment  Opportunity/Affirmative  Action  Unit  of  the  Civil  Service  Commission 
or  (2)  to  a  major  City  department.  Individuals  In  this  class  carry  out  work 
assignments  with  some  degree  of  independence  and  are  free  to  develop  their  own 
work  sequence  within  established  policies  and  procedures. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Assists  in  the  direction  of  the  Civil  Service  Commission's  or  a 
department's  EEO/Aff Irmative  Action  Program  and  related  activities. 

2.  Performs  activities  In  the  maintenance  and  Implementation  of  a 
vigorous  "out-reach"  program  to  insure  that  disadvantaged  and  minority  members 
of  the  community  are  Informed  and  encouraged  to  apply  for  City  employment. 

3.  Participates  in  the  taking  of  periodic  ethnic  surveys  of  the  City  work 
force  to  Identify  high  priority  affirmative  action  target  areas  and  to  compare 
the  City's  progress  with  the  hiring  of  minorities;  collects,  compiles  and 
analyzes  data  (applicant  flow  data,  certification  and  appointment  data,  work 
force  composition  data,  demographic  data  and  etc.)  pertinent  to  affirmative 
action. 

4.  Reviews  job  announcements  with  personnel  analysts  to  determine 
recruitment  sources  and  to  determine  the  Impact  on  the  affirmative  action 
plan;  notifies  minorities,  community  and  special  Interest  groups  of  position 
openings;  Interviews  and  evaluates  applicants  referred  by  community  groups. 

5.  Counsels  and  meets  with  minorities,  community  and  special  Interest 
groups  to  develop  mutual  understanding  of  needs  and  to  bring  more  minorities 
Into  various  levels  of  City  employment;  develops  bilingual  materials  on  Civil 
Service  employment. 

6.  Conducts  presentations  concerning  San  Francisco  Civil  Service 
employment  for  schools,  universities,  employment  training  programs,  youth 
groups  and  other  community  agencies. 

7.  Provides  technical  assistance  and  training  to  candidates  of  employment 
training  programs  on  Civil  Service  procedures,  programs  and  opportunities. 

8.  Interprets  and  explains  policies  and  procedures  of  the  Civil  Service 
Commission  and  other  federal,  local,  and  private  manpower,  employment,  and 
training  programs  in  response  to  Inquiries  by  the  public;  assists  in  the 
investigation  and  resolution  of  discrimination  complaints. 
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CLASS  TITLE:   EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAMS  SPECIALIST      CODE:   1233 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications. . .and  other 
particulars. . .Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Requires  knowledge  of:  Federal  and 
State  requirements  pertaining  to  equal  employment  opportunities;  the  essential 
elements  required  for  an  effective  EEO/affirmatlve  action  program;  current 
trends  1n  the  employment  of  minorities,  women  and  disadvantaged  persons; 
techniques  and  methods  of  recruitment  and  selection. 

Requires  ability  to:  apply  laws,  rules  and  regulations;  compile  and 
analyze  data  as  a  basis  for  making  sound  evaluations  and  1n  preparing  reports; 
communicate  effectively  in  speech  and  in  writing;  deal  courteously,  tactfully 
and  effectively  with  departmental  people,  minority,  community  and  special 
Interest  groups,  and  to  work  well  under  general  supervision. 

Requires  skill  in  speaking,  writing  and  reading  a  second  language 
predominant  1n  the  community. 

NEW  CLASS 

ADOPTED:   3-15-78 

RETITLED  AND  AMENDED:   11-2-92 

#4336c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  TRAINING  CODE:  1234 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  implements  and  conducts  a  city-wide  program 
of  performance  evaluation  and  training;  develops  coordinates  and  conducts  training 
sessions  for  supervisory  and  management  personnel  in  the  completion  of  performance 
evaluation  forms  and  in  the  principles  of  supervision;  establishes  and  maintains 
an  on-going  system  of  auditing  of  performance  reports;  prepares  training  materials; 
assesses  needs  for  employee  training  and  development  and  provides  training  programs 
to  meet  those  needs;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  is  a  single-position  class  in  which  the  incumbent  supervises  a  unit  involved 
in  the  implementation  of  a  city -wide  performance  evaluation  and  training  program.   The 
incumbent  reports  directly  to  the  General  Manager,  Personnel  and  supervises  one  or  more 
training  officers  and  clerical  personnel.   This  class  differs  from  other  Training 
Officer  positions  in  that  the  Director  of  Training  supervises  Training  Officers  and  has 
responsibility  for  the  direction  and  coordination  of  on-going  city -wide  programs. 

EXAMPLES  OF  DUTIES: 

1.  Develops,  coordinates  and  conducts  a  performance  evaluation  and  training 
program  for  all  city  and  county  departments;  designs  and  conducts  training  programs 
for  supervisory  and  management  personnel  in  the  purposes  and  goals  of  the  performance 
evaluation  program  and  in  the  proper  completion  and  use  of  the  rating  forms. 

2.  Designs  performance  evaluation  rating  sheets;  writes  instructional  literature, 
manuals,  and  brochures;  may  develop  or  assist  in  development  of  criteria  or  standards 
of  expected  performance . 

3.  Develops  and  maintains  a  system  of  auditing  of  performance  evaluation  reports 
to  ensure  that  reports  are  completed  promptly  and  accurately,  and  that  ratings  are 
internally  consistent;  may  contact  management  and/or  supervisory  personnel  to  effect 
proper  ratings  and  to  ensure  that  appropriate  follow-up  measures  are  taken  where 
employee  performance  ratings  indicate  they  are  warranted. 

4.  Develops  policies  and  procedures  for  a  city-wide  employee  training  program; 
identifies  specific  training  needs  of  employees  and  consults  and  coordinates  with 
departmental  training  personnel  to  meet  those  needs;  consults  with  representatives 
of  schools,  colleges  and  other  instructional  facilities  to  provide  training  programs 
or  courses;  personally  conducts  training  sessions;  monitors  and  evaluates  training 
programs;  develops  training  program  for  Personnel  Department  professional  staff. 

5.  May  develop,  supervise,  and  conduct  an  orientation  program  for  new  employees. 

MINIMUM  QUALIFICATIONS : 

Training  and  Experience:   Requires  a  baccalaureate  degree  from  an  accredited 
college  or  university  with  major  course  work  in  personnel  administration,  business 
administration,  industrial  relations,  or  a  closely  related  field. 

Requires  at  least  5  years  of  progressively  responsible  experience  in  planning, 
organizing  and  conducting  of  employee  training  programs;  or  an  equivalent  combination 
of  training  and  experience . 


LASS  TITLE:   DIRECTOR  OF  TRAINING  CODE:   1234 

INIMUM  QUALIFICATIONS:   (continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of  the  principles , 
ractices  and  trends  of  employee  development  and  evaluation;  public  personnel 
dministration;  principles  of  effective  supervision. 

Requires  ability  to  plan  and  supervise  the  work  of  a  unit  engaged  in  conducting 
he  city-wide  performance  evaluation  program;  instruct  others  in  program  goals  and 
rocedures;  exercise  leadership,  persuasiveness  and  tact;  speak  and  write  clearly, 
oncise  and  effectively;  maintain  cooperative  relationships  with  employees,  management 
ersonnel  and  representatives  of  groups  and  organizations. 


ROMOTIVE  LINES: 

To:  To  be  determined 
From:   Training  Officer 

)OPTED:   8-1-77 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   MANAGER,  EQUAL  EMPLOYMENT  OPPORTUNITY  CODE:   1235 

PROGRAMS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  develops,  organizes  and 
coordinates  the  City's  Equal  Employment  Opportunity  Programs;  advises  and 
assists  departmental  personnel  on  equal  employment  opportunity  matters; 
directs  the  activities  of  subordinate  equal  employment  opportunity  staff;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  1s  a  single  position  classification  1n  the  Civil  Service  Commission 
and  1s  distinguished  by  its  responsibility  for  the  administration, 
coordination  and  supervision  of  a  City-wide  Equal  Employment  Opportunity 
Program  as  it  relates  to  the  Civil  Service  Commission's  Affirmative  Action 
Plan  and  Policy  for  Equal  Opportunities.  The  Incumbent  of  this  class  has  unit 
head  responsibility  in  the  Civil  Service  department  and  reports  directly  to 
the  General  Manager,  Personnel. 

EXAMPLES  OF  DUTIES: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  as  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Administers  the  Civil  Service  Commission's  EE0/Aff1rmative  Action 
Program  and  related  activities;  coordinates  and  supervises  the  activities  of 
the  EEO/Affirmative  Action  Unit. 

2.  Directs  the  maintenance  and  Implementation  of  a  vigorous  "out-reach" 
program  to  insure  that  disadvantaged  and  minority  members  of  the  community  are 
Informed  and  encouraged  to  apply  for  City  employment. 

3.  Directs  the  taking  of  periodic  ethnic  surveys  of  City's  work  force  to 
Identify  high  priority  affirmative  action  target  areas  and  to  compare  the 
City's  progress  with  the  hiring  of  minorities. 

4.  Establishes  training  programs  to  train  employees,  including 
supervisors  and  management  personnel,  to  provide  a  favorable  climate  for  an 
effective  equal  employment  opportunity  program. 

5.  Directs  the  review  and  evaluation  of  the  Civil  Service  Commission's 
recruitment  and  examination  procedures,  classification  structure  and  career 
development  program  to  Insure  that  they  provide  equal  opportunity  for  job 
entry  training  and  promotional  mobility. 

6.  Interprets  Equal  Employment  Opportunity  requirements  of  Federal  and 
State  .agencies;  evaluates  these  requirements  in  relation  to  City  departments 
and  programs;  recommends  corrective  or  remedial  action  as  needed. 

7.  Writes  grant  proposals,  prepares  budget  requests,  or  takes  other 
appropriate  actions  to  secure  funding  for  EEO/aff Irmative  action  programs. 

8.  Consults  and  coordinates  with  the  Affirmative  Action  Committee,  Human 
Rights  Commission  and  City  departments  on  policies,  procedures  and  grant 
requirements  which  may  affect  or  influence  the  Civil  Service  Commission's 
program. 

9.  Reviews  legislation  and  court  decisions  for  implications  in  Equal 
Employment  Opportunity  guidelines;  recommends  proposed  legislation  to  remedy 
identified  problem  areas  and  prepares  policy  recommendations  for  the  Civil  ^  n!rpT 
Service  Commission  on  EEO/aff irmative  action  legislation. 
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CLASS  TITLE:  MANAGER,  EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAMS       CODE:   1235 
EXAMPLES  OF  DUTIES:  Cont. 

10.  As  directed  by  the  General  Manager,  Personnel,  represents  him  at 
meetings  with  City,  State  and  Federal  officials,  members  of  boards  and 
commissions,  minority  and  other  community  groups,  and  local  manpower  agencies 
regarding  the  development  and  implementation  of  the  Civil  Service  Commission 
EEO/affirmative  action  program. 

11.  May  supervise  the  work  of  professional  and  sub-professional  employees 
in  the  development,  processing  and  transmittal  of  information  regarding 
EEO/aff irmatlve  action  activities. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qual if Ications. . .and  other 
particulars. . .Appl Icants  must  be  guided  solely  by  the  announcement  of  the 
examination  for  which  they  apply."  (CSC  Rule  9) 

Knowledge.  Abilities  and  Skills:  Requires  a  good  knowledge  of:  public 
administration  and  personnel  management  policies  and  methods;  Federal  and 
State  requirements  pertaining  to  Equal  Employment  Opportunities;  effective 
EE0/aff1rmat1ve  action  planning  and  administration;  essential  elements 
required  for  an  effective  EEO/affirmative  action  program;  current  trends  In 
the  employment  of  minority,  women  and  disadvantaged  persons. 

Ability  to:   Interpret  and  apply  laws,  rules  and  regulations  relating  to 
EEO/affirmative  action;  perform  and  direct  the  collection,  Interpretation  and 
evaluation  of  data;  direct  and  supervise  the  work  of  other  employees;  prepare 
clear  and  concise  reports;  establish  and  maintain  effective  working  1 

relationships  with  minority  and  special  Interest  groups,  City  departments  and 
other  personnel;  speak  effectively  before  large  groups  of  people. 


ADOPTED:   3-15-78 

RETITLED  AND  AMENDED:   11-2-92 

#4335c 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   PRINCIPAL  PERSONNEL  EXAMINER  CODE:   1236 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  specialized 
professional  duties  involving  the  application  of  technical  knowledge  and 
skill  in  development  and  construction  of  civil  service  examinations  and 
tests  covering  a  wide  and  varied  field  of  employment;  formulates  oral  and 
performance  tests;  conducts  oral  examinations;  investigates  protests 
regarding  test  items  and  other  examination  matters;  as  assigned,  perforns 
difficult  technical  work  in  other  phases  of  personnel  administration;  may 
supervise  and  review  the  work  of  subordinates  assisting  in  similar 
activities;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  interpreting, 
coordinating  and  enforcing  existing  policies,  methods  and  procedures  in 
the  preparation  and  construction  of  various  examinations  and  tests; 
effective  planning  for  and  efficient  and  economical  operation  of  the  work; 
making  regular  important  contacts  with  department  heads  and  supervisors, 
the  general  public  or  representatives  of  outside  organizations  for  the 
purpose  of  furnishing  or  obtaining  detailed  information  on  specialized 
examining  and  testing  matters  and  to  explain  and  interpret  procedures  on 
such  matters;  preparing,  checking  and  reviewing  important,  detailed  and 
complex  records  and  reports  on  personnel  and  technical  matters  related  to 
the  development  and  construction  of  examinations  and  tests. 

EXAMPLES  OF  DUTIES: 

1. Develops  test  items  and  constructs  written  examinations  and 
performance  tests  for  various  civil  service  examinations;  confers  with 
department  heads  at  different  operating  levels  to  determine  desirable 
minimum  requirements,  means  of  recruitment  and  areas  to  be  covered; 
reviews  subject  matter  with  consultants  and  specialists  in  connection 
with  important  phases  of  positions  to  be  covered  in  the  specific 
examinations. 

2.  Plans  examination  subject  matter;  assigns  relative  weights  to 
various  parts  of  the  examination;  reviews  test  items  for  construction  and 
accuracy;  organizes  material  for  final  review  and  makes  revisions,  as 
deemed  necessary. 

3.  Investigates  protests  regarding  test  items;  makes  replies, 
explanations  and  recommendations. 

*t.   Serves  as  member  of  oral  examining  boards  or  as  secretary  to 
such  boards,  as  required;  recommends  qualified  persons  in  various 
appropriate  fields  to  serve  as  members  of  oral  qualifications  appraisal 
boards. 

5.   Conducts  research  on  specific  requests  or  problems;  prepares 
related  reports  in  connection  with  examination  matters. 


CLASS  TITLE;   PRINCIPAL  PERSONNEL  EXAMINER  CODE:   1236 

(continued) 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel,  public  or  business  administration,  economics,  education, 
psychology,  statistics  or  a  related  field  and  which  must  have  included  or 
be  supplemented  by  at  least  one  course  in  statistics  through  correlations 
and  two  upper  division  courses  in  the  field  of  tests  and  measurements » 

Requires  at  least  six  years  of  progressively  important  and  responsible 
duties  in  testing  and  examining  techniques  in  connection  with  the  con- 
struction of  written,  oral  and  performance  examinations  and  tests;  or  an 
equivalent  combination  of  training  and  experience,, 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  : 
modern  principles  and  techniques  of  examination  and  test  construction  and 
sources  of  specific  information  in  various  occupational  fields;  applicable 
charter  provisions  and  civil  service  rules  and  regulations;  considerable 
knowledge  of:   operation  and  organization  of  the  various  city  departments 
and  agencies;  principles  of  organization  and  personnel  administration. 

Requires  considerable  skill  and  ability  to:   apply  modern  examining 
principles  and  techniques  to  a  comprehensive  examining  and  testing  program; 
deal  courteously,  effectively  and  tactfully  with  department  heads, 
supervisors,  employees  and  their  representatives;  prepare  and  review 
complete,  accurate  and  logical  reports  and  recomnendations;  apply  and  use 
correct  english  grammar  in  the  construction  of  test  items.   Requires 
resourcefulness  in  gathering  examination  source  material  and  the  continuous 
application  of  intensive  mental  effort  within  the  examining  and  testing 
field;  supervisory  ability. 

PROMOTIVE  LINES: 

To:   Chief  Personnel  Examiner 

From:   Senior  Personnel  Examiner 


i 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   TRAINING  COORDINATOR  CODE:   1237 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  plans,  develops,  implements  and  coordinates  a  variety  of 
training  programs  for  a  large  diversified  city  department;  establishes  and  maintains  a 
system  for  evaluating  the  departmental  training  program;  conducts  training  programs; 
coordinates  training  with  city-wide  programs;  prepares  training  materials;  supervises 
Training  Officers;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  are  allocated  to  large  city  departments  with  diversified 
operations.   Incumbents  in  these  positions  assess  departmental  training  needs,  develop  a 
departmental  training  program,  coordinate  departmental  training  activities  with  city-wide 
training  programs.   This  class  differs  from  Director  of  Training  in  that  the  latter  is 
responsible  for  city-wide  training  programs  and  performance  evaluation.   Incumbents  in 
this  class  are  responsible  for  supervising  and  coordinating  the  work  of  Training  Officers 
in  providing  departmental  training. 

EXAMPLES  OF  DUTIES: 

1.  Plan,  develop,  implement  and  coordinate  training  programs  for  a  large  city 
department  with  diverse  operations. 

2.  Identify  and  assess  training  needs  of  divisions  or  bureaus;  may  design  and  develop 
specialized  workshops  or  seminars;  plan,  organize  and  direct  orientation  programs  for  new 
employees;  design  and  develop  apprenticeship  programs;  provide  training  in  affirmative 
action. 

3.  Establish  a  system  for  evaluating  the  departmpntal  training  program. 

'+ .   Coordinate  departmental  training  with  city-wide  training  programs  and  coordinate 
with  educational  institutions  and  outside  organizations  to  provide  training  programs  or 
courses. 

5.  Research  and  prepare  training  materials  including  instructional  literature,  manuals, 
brochures  and  forms. 

6.  Supervise  and  assign  training  personnel  to  conduct  training  sessions. 

7.  Prepare  training  budget;  write  reports  and  research  non-city  funding  resources. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:   Requires  a  baccalaureate  degree  from  an  accredited  college 
or  university  with  major  course  work  in  personnel  administration,  business  administration, 
industrial  relations,  education  or  closely  related  fields. 

Requires  at  least  2  years  of  progressively  responsible  experience  in  planning, 
organizing  and  conducting  employee  training  programs  in  a  large  department  or  company, 
such  experience  equivalent  to  class  1232  Training  Officer;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  principles  of 
personnel  administration  and  management;  management  and  employee  training  techniques  and 
modern  adult  training  methods. 

Requires  ability  to  plan  and  supervise  the  work  of  training  personnel  in  conducting 
training  sessions;  instruct  others  in  departmental  training  program  objectives  and  procedures; 
speak  and  write  clearly,  concisely  and  effectively;  maintain  cooperative  relationships  with 
management  and  employees  of  the  department  and  with  representatives  of  groups  and  organiza- 
tions. 
ADOPTED:   11-17-80 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


1238  ASSISTANT  PAYROLL  DIRECTOR 


Definition:  Under  administrative  direction,  manages  the  Payroll  and  Personnel  Services 
Division's  Information  Services  staff  in  reviewing  problems  and  plans,  developing  system 
support  solutions,  and  testing  and  implementing  those  solutions.  Coordinate  systems  work  with 
Department  of  Telecommunications  Information  Services/Information  Services  Division. 
Facilitate  resolving  nonroutine  and/or  complex  issues,  working  with  the  senior  management  of 
Human  Resources  and  other  departments  as  needed.  Manages  the  division  in  the  director's 
absence. 


Distinguishing  Features:  This  position  reports  directly  to  the  Payroll  Director  in  the  Controllers 
Office  and  manages  the  Analyst/Local  Area  Network  staff. 


Supervision  Exercised:  Supervises  technical  and  professional  staff. 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  7,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Manages  the  analytical  and  systems-related  activities  required  to  support  and  enhance 
citywide  payroll  operations. 

2.  Reviews  citywide  technical  and  operational  issues  and  problems  and  develops  solutions. 

3.  Develops,  plans  and  coordinates  implementation  of  various  high-priority  projects. 

4.  Works  with  the  Director  and  Payroll  and  Personnel  Services  Division  unit  managers  to 
deal  with  unusual  and/or  high  priority  situations  and  facilitates  developing  solutions. 

5.  Develops  designs  for  system  solutions  to  payroll/personnel  needs,  and  follows  through  on 
the  testing  and  implementation. 

6.  Assign,  review  and  evaluate  staff  performance  and  productivity. 

7.  Acts  as  payroll  director  in  case  of  absence  of  the  director. 


Performs  related  duties  and  responsibilities  as  assigned. 


Job  Related  and  Essential  Qualifications: 

Knowledge  of:  Payroll/personnel  principles  and  practices  including  Federal,  State,  City 
and  collective  bargaining  agreements-derived  requirements;  computer  systems  and  how 
to  develop  and  use  applications  in  the  achievement  of  business  goals. 

Ability  to:  Analyze  and  prepare  detailed  plans  and  schedules;  organize,  direct  and 
facilitate  task  completion;  communicate  effectively  through  both  verbal  and  written 
means  including  production  of  operations  manuals  and  checklists,  systems  descriptions, 
application  specifications,  and  internal  and  external  memos  and  letters;  supervise 
technical  and  professional  staff. 


Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain 
this  would  be: 

Experience:  At  least  three  to  five  years  payroll/management  operations  experience  with  a 

large  payroll  division  with  computerized  payroll  systems.  I 

Training:  A  Bachelor's  degree  in  a  closely  related  field. 

License  or  Certificate:  None 

Effective  Date:         September  9,    1997 
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1239  PAYROLL  DIRECTOR  rCONTROLLERS^  SAN  FRANCISCO 

PUBLIC  LIBRARY 


Definition:  Under  general  administrative  direction,  manages  the  Payroll  and  Personnel  Division 
of  the  Controller's  Office;  ensures  the  accuracy  of  the  City's  employee  payroll;  updates  the 
system  programs  as  needed;  meets  all  government  filing  regulations;  ensures  that  collective 
bargaining  agreements  are  implemented  properly  and  that  all  timerolls  from  the  other  City 
departments  are  procesessed  accurately  and  timely. 

Distinguishing  Features:  This  position  reports  directly  to  the  Controller,  and  manages,  plans 
and  directs  the  City's  Payroll  System. 


Supervision  Exercised:  Manages  a  variety  of  managerial,  professional  and  technical  staff. 


Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  7,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list. 


Ensures  the  accuracy  of  the  City's  payroll,  the  updating  of  the  payroll  system  programs, 
government  filing  regulations,  the  timely  distribution  of  taxes  and  deductions,  the 
proper  implementation  of  collective  bargaining  agreements  and  that  all  interfaces 
with  the  other  City  systems  are  done  accurately  and  timely,  and  assures  payroll  is 
submitted  on  deadline  to  the  financial  clearing  house  for  direct  deposit. 

Oversees  implementation  of  department  policies,  rules  and  regulations  related  to 
payroll  and  other  administrative  activities. 

Determines  City-wide  policies  and  procedures  for  the  Payroll/Personnel  system  and 
directs  the  City-wide  training. 

Participates  in  the  labor  negotiations  with  employee  organizations  to  determine 
the  impact  of  changes  in  benefits,  pay  rules  and  work  rules  on  City  pay  systems  and 
employees. 

Responsible  for  reporting  timely  and  accurate  information  to  Human  Resources, 
Accounting,  Retirement,  Health  Service,  Federal  and  State  agencies. 


6.  Plans  and  directs  the  implementation  of  new  developments  and  applications  for  pay 
and  computer  systems. 

7.  Consults  with  City  department  heads,  commissions  and  unions  to  coordinate  projects  and 
implement  new  regulations  and  contracts. 

8.  Assigns,  reviews  and  evaluates  staff  performance  and  productivity. 
9  Performs  related  duties  and  responsibilities  as  assigned. 

Job  Related  and  Essential  Qualifications; 

Knowledge  of:  Payroll  practices  and  principles  of  a  large  public  agency  or  other 
comparable  entity;  Federal  and  State  taxes;  Administrative  Code,  collective  bargaining 
agreements  and  personnel  guidelines;  mainframe  computer  payroll  systems  and  related 
interfaces. 

Ability  to:  Plan,  organize,  direct,  supervise,  and  set  direction  in  a  dynamic  and 
demanding  work  environment  with  a  large  staff ;  communicate  effectively  through  both 
verbal  and  written  means  including  but  not  limited  to  production  of  a  city  wide  payroll 
operations  manual,  documentation  of  personnel  problems  and  issues,  preparing  memos 
and  responding  to  inquiries  from  outside  agencies;  work  effectively  with  a  wide  variety 
of  people  from  diverse  backgrounds. 

Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that  could 
likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A  typical  way  to  obtain 
this  would  be: 

Experience:  At  least  seven  years  of  supervisory  experience,  three  years  of  which  must  be 
at  management  level  supervising  supervisors  in  a  large  payroll  division  with  computer 
payroll  systems. 

Trai  ning:  A  Bachelor's  degree  in  a  closely  related  field. 

License  or  Certificate:  None 


Effective  Date:      July  31,    1997 


'  n  '"' <2-  SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

(AMENDED)  .'3     CODE:   124.0 

CLASS  TITLE:   ASSISTANT  PERSONNEL  ANALYST        ^™  1  •'  19/^ 

SAM  FRAHCiSCO 

CHARACTERISTICS  OF  THE  CLASS:  PU3uc  ubb 

Under  supervision,  performs  beginning  level  professional  personnel  work  in  the 
areas  of  recruitment,  examinations,  certification,  classification  wage  administration, 
salary  surveys  or  a  special  project;  as  assigned,  assists  in  analyzing  applications, 
interviewing  applicants,  preparing  examinations,  conducting  field  and  desk  audits, 
collecting  and  analyzing  salary  and  wage  data,  and  certifying  eligibles;  assists 
in  preparing  related  records  and  reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  Following  established  methods,  procedures,  rules 
and  regulations  applicable  to  the  assigned  area  of  personnel  work;  making  contacts 
with  the  public,  employees,  employee  representatives,  supervisors,  department  heads 
and  representatives  of  outside  agencies  to  explain  and  interpret  policies,  procedures, 
rules  and  regulations;  compiling,  preparing,  evaluating  and  maintaining  personnel 
information  and  records. 

DISTINGUISHING  FEATURES: 

This  is  the  entrance  level  in  the  Personnel  Analyst  series,  requiring  a 
baccalaureate  degree  but  no  previous  work  experience.  Most  positions  are  located 
in  the  Civil  Service  Commission  offices,  with  other  positions  in  various  city 
departments.   Specific  assignments  may  be  in  the  areas  of  recruitment,  examinations, 
classification,  certification,  salary  surveys,  wage  administration  or  assisting  in 
*      specialized  personnel  projects.  The  next  higher  class  of  124.2  Personnel  Analyst 
is  the  full  journeyman  level. 

EXAMPLES  OF  DUTIES: 

1.  Assists  in  analyzing  recruitment  needs;  determines  sources  for  recruitment; 
makes  field  recruitment  visits  to  campuses  and  other  facilities;  answers  questions 
regarding  applications,  rules  and  regulations  concerning  recruitment  and  examination 
matters;  receives  applications  and  makes  spot  audits  to  assure  accuracy  and  complete- 
ness; evaluates  completed  applications  and  makes  decisions  regarding  qualifications; 
interviews  applicants  and  verifies  application  information;  interviews  and  evaluates 
limited  tenure  applicants;  administers  certain  non-assembled  examinations;  determines 
Veteran's  preference  eligibility. 

2.  Assists  in  the  preparation  of  examination  announcements,  including  interviewing 
department  heads  and  others;  researches  material  and  makes  recommendations  thereon 
regarding  examination  announcements;  assists  in  the  preparation  of  examinations, 
including  selection  and  preparation  of  items;  makes  various  statistical  computations 
and  compilations  in  conjunction  with  the  analysis  of  test  and  examination  materials 

and  results;  assists  in  conducting  validity  studies  of  examinations;  assists  in  the 
scoring,  collating  and  processing  of  examinations  including  research  of  employee's 
service  and  meritorious  credits;  may  serve  as  a  member  of  an  oral  appraisal  board; 
serves  as  an  examination  proctor. 

3.  Analyzes  position  classification  descriptions;  conducts  desk  and  field  audits 
to  amplify  and  verify  duties,  responsibilities  and  requirements;  assists  in  preparing 
class  specifications  for  recruitment,  examination  and  salary  and  wage  purposes;  reviews 

-^      personnel  requisitions  and  determines  if  classification  review  is  required;  prepares 
w  a  variety  of  memoranda  and  reports  of  findings,  conclusions  and  recommendations. 


(AMENDED) 

]LASS  TITLE:   ASSISTANT  PERSONNEL  ANALYST  CODE:   12^0 

EXAMPLES  OF  DUTIES  (Continued) 

4-.  Assists  in  the  supervision  and  coordination  of  certification  activities; 
"eviews  and  analyzes  existing  procedures;  develops  new  procedures  and  prepares  reports 
^hereon, 

5.  Assists  a  departmental  personnel  officer  in  administering  a  personnel  program 
?or  classified  employees  in  a  city  department;  meets  with  administrators,  supervisors 
md  employees  regarding  classification  requests,  reassignments,  transfers,  grievances, 
;valuations,  training,  recruitment  and  disciplinary  matters;  conducts  research  on 
Personnel  requirements,  budgetary  planning  and  overall  operations;  serves  as  liaison 
ri.th  the  staff  of  the  Civil  Service  Commission  and  other  city  departments;  assists  in 
;he  preparation  and  maintenance  of  personnel  records. 

1INIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
iniversity,  with  a  baccalaureate  degree,  preferably  with  major  course  work  in 
)erson;'iel  administration,  business  administration,  economics,  political  science, 
)sychology,  public  administration,  or  a  closely  related  field;  or  an  equivalent 
:ombination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  modern  public 
jersonnel  administration,  especially  as  it  applies  to  the  principles,  techniques 
md  methods  used  in  recruitment,  examinations,  classification,  salary  surveys  and 
•elated  personnel  activities,  position  classification  and  salary  and  wage 
leterminations. 

Requires  ability  and  skill  to  prepare  complete,  accurate  and  logical  reports; 
lake  accurate  analyses  and  evaluations  of  personnel  matters;  learn  and  use  applicable 
Iharter  provisions,  Civil  Service  rules  and  regulations,  and  the  provisions  of  the 
Salary  Standardization  Ordinances  in  the  performance  of  the  duties. 

PROMOTIVE  LINES: 

To     :   124.2  Personnel  Analyst 

From   :  Original  entrance  examination 

Adopted:  January  17,  1972 

(Consolidates  Classes  1230  Personnel  Aide, Examining  and  1250  Personnel  Aide) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

CLASS  TITLE:  PERSONNEL  ANALYST  CODE:  1241 

(Deep  Class) 

DEFINITION: 

This  specification  defines  and  describes  the  full  range  of  tasks  included  within  the  levels  of  the  deep 
class  of  Personnel  Analyst  from  an  initial  training  level  with  less  complex  work  to  fully  functioning 
journey  level  at  the  mid  and  higher  levels.  Assignments  within  this  class  vary  in  degree  of 
complexity,  responsibility  and  amount  of  supervision  received. 

Under  general  supervision,  performs  professional  level  personnel  work  in  one  or  more  of  the 
following  areas  of  activity:  recruitment  and  selection,  classification,  salary  administration,  employee 
relations,  and  departmental  personnel  programs. 

DISTINGUISHING  FEATURES: 

This  class  utilizes  the  deep  class  concept  and  encompasses  multiple  levels  of  responsibility  from 
entry  through  the  fully  experienced  journey  professional  level.  Incumbents  with  little  or  no 
experience  in  the  duties  of  the  class  perform  beginning  level  professional  work  and  perform  at 
increasingly  higher  levels  of  responsibility  that  require  a  commensurate  higher  degree  of  ability  and 
initiative  as  experience  is  gained.  Fully  experienced  Personnel  Analysts  may  be  initially  assigned 
the  higher  level  duties.  This  class  is  distinguished  from  Senior  Personnel  Analyst  which  is  the 
advanced  journey  level  in  this  series  and  is  assigned  more  difficult  and  complex  work,  may  lead 
projects,  and  may  supervise  a  small  group  of  Personnel  Analysts. 

SUPERVISION  EXERCISED: 

This  class  does  not  supervise  other  professional  employees,  but  may  coordinate  the  work  of 
clerical/technical  personnel. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a  restriction 
on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9.3.2) 

1.  Administers  and  maintains  the  classification  plan;  prepares  class  specifications  in 
compliance  with  relevant  laws  and  guidelines  and  insures  consistency  within  class  series  and 
job  families;  reviews  personnel  requisitions  to  ensure  compliance  with  the  classification 
plan. 

2.  Collects  and  analyzes  data  to  determine  important/essential  duties  and  position  allocation 
criteria;  interviews  employees  and  supervisors  to  elicit  and/or  clarify  job  information  and 
organizational  relationships. 


3.  Conducts  classification  and  salary  surveys  to  determine  prevailing  classification  and  pay 
practices;  collects,  compiles  and  analyzes  classification  and  wage  data;  conducts  Charter 
mandated  salary  surveys;  interprets  and  administers  provisions  of  memoranda  of 
understanding;  implements  pay  provisions  of  arbitration  awards,  mediated  and  grievance 
settlements;  reviews,  analyzes,  and  processes  requests  for  special  pay  premiums  in 
accordance  with  provisions  of  multiple  memoranda  of  understanding. 

4.  Participates  in  the  collective  bargaining  process  by  conducting  compensation  surveys  to 
support  the  development  of  City's  proposals;  compiles  salary  and  benefit  data;  researches 
compensation,  classification  and  benefit  plan  data;  prepares  comparability  analyses  and 
various  reports  in  support  of  negotiation  and  arbitration. 

5.  Produces  lists  of  eligibles  for  City  employment;  conducts  job  analyses,  organizes 
recruitment  activities,  reviews  employment  applications,  develops  and  administers  selection 
devices,  analyzes  results,  establishes  passing  scores,  creates  eligible  lists. 

6.  Provides  information  to  departmental  representatives,  labor  organizations,  managers, 
employees,  applicants,  other  agencies  and  the  general  public;  interprets  and  explains 
personnel  rules  and  policies;  represents  employing  department  on  personnel  matters  before 
boards  and  commissions  and  in  meetings  with  other  departments. 

7.  Responds  to  appeals  or  protests  of  personnel  decisions  and/or  procedures;  prepares  and 
submits  reports  to  the  Civil  Service  Commission  and  may  present  the  case  before  the 
appellate  body,  hearing  officers  or  arbitrators. 

8.  Prepares  written  materials  including  letters,  reports  memoranda,  and  forms. 

9.  Assists  in  the  development  and  maintenance  of  a  departmental  personnel  program  including 
hiring,  training,  performance  evaluation,  discipline  and  termination:  prepares  reports  and 
analyzes  data  on  position  vacancies,  workforce  composition  and  staffing  needs;  provides 
consultation  and  information  to  managers  regarding  personnel  issues. 

10.  Coordinates  processing  of  personnel  transactions;  reviews  requests  to  fill  positions;  directs 
and  reviews  the  preparation  of  personnel  requisitions;  tracks  the  certification  and  selection 
process;  directs  and  participates  in  the  processing  of  appointments,  receives,  reviews  and 
processes  personal  services  contracts. 

1 1 .  Performs  related  duties  and  responsibilities,  as  assigned. 
JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  ofi  principles  ami  practices  of  position  classification  including  class  concepts 

ami  levels,  allocation  factors,  career  ladders  and  class  specifications;  principles  and  practices  ol 
hi  i  inline  ni  and  selec  tion  including  job  analysis  methodologies  and  test  construction  and  validation; 

principles  .indpi.nlues.ili  ompcns.il  ion  including  job  evaluation  S)  siems  and  SUTVe)  met  hods. 

descriptive  si. in  sties  including  measures  ol  central  tendency  and  variability. 


Ability  to:  apply  the  principles,  techniques  and  methods  used  in  classification,  recruitment 
and  selection,  and  compensation;  make  accurate  analyses  and  evaluations  of  personnel  matters; 
comprehend  and  interpret  federal,  state  and  local  laws,  ordinances,  regulations  and  guidelines  such 
as  City  Charter  provisions,  Civil  Service  Commission  Rules  and  employee  organization  agreements; 
learn  to  operate  a  networked  personal  computer  using  word  processing,  spreadsheet  and  database 
software;  exercise  good  judgment,  flexibility,  creativity  and  sensitivity  in  response  to  changing 
situations  and  needs;  communicate  clearly  and  concisely,  both  orally  and  in  writing;  establish 
maintain  and  foster  positive  and  harmonious  working  relationships  with  those  contacted  in  the 
course  of  work. 

Experience  and  Training  guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required  knowledge, 
skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the  knowledge,  skills  and  abilities 
would  be: 

Experience:  No  prior  experience  required  for  entry  level  appointments. 

Training:  Possession  of  a  baccalaureate  degree  from  an  accredited  college  or  university 
(major  course  work  in  the  social  or  behavioral  sciences  or  in  public  administration  is  preferred). 

Effective  date:  March  23,  1998 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDED) 

CLASS  TITLE:   PERSONNEL  ANALYST  CODE:   1242 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  professional  personnel  work  in  the 
areas  of  recruitment,  examinations,  certification,  classification,  wage  administration, 
salary  surveys  or  a  special  project;  researches  recruitment  matters,  interviews 
applicants,  evaluates  applications,  prepares  examinations,  conducts  field  audits, 
collects  salary  data,  and  processes  eligible  lists,  certification;  prepares  various 
memoranda  records  and  reports  on  personnel  activities;  and  performs  related  duties  as 
required. 

Requires  responsibility  for:   Carrying  out,  interpreting,  explaining  and 
enforcing  existing  policies,  methods,  rules  and  regulations  affecting  personnel 
administration;  making  regular  contacts  with  applicants,  employees,  employee 
representatives,  departmental  personnel  representatives  of  outside  agencies  and 
the  general  public  to  furnish  and  obtain  information;  researching,  preparing, 
compiling,  reviewing  and  maintaining  important  information  for  personnel  memoranda, 
reports  and  records. 

DISTINGUISHING  FEATURES: 

This  is  the  full  journeyman  level  in  the  Personnel  Analyst  series.  Individuals 
in  this  class  carry  out  work  assignments  with  some  degree  of  independence,  and  are 
free  to  develop  their  own  work  sequence  within  established  policies  and  procedures. 
Assignments  may  be  in  the  areas  of  recruitment,  examinations,  classification, 
certification,  salary  surveys,  wage  administration  or  a  specialized  personnel 
project.   Positions  are  located  in  both  the  Civil  Service  Commission  offices  and  in 
various  city  departments. 

EXAMPLES  OF  DUTIES: 

1.  In  the  Civil  Service  Commission,  performs  duties  in  the  areas  of  recruitment, 
examinations  and  classification;  assists  in  various  related  activities  including 
preparation  of  announcements,  determining  sources  of  recruitment,  corresponding 
evaluation  of  applications,  and  answering  of  protests;  serves  in  various  phases  of 
the  examining  process;  participation  in  position  classification  studies  of  individual 
positions,  class  series  and  entire  city  departments. 

2.  Reviews  and  evaluates  recruitment  needs  for  classified  personnel  of  the  city 
and  county;  analyzes  requests  in  order  to  determine  priorities;  prepares  entrance  and 
promotive  examination  announcements;  confers  with  department  heads,  administrators  and 
supervisors  in  order  to  discuss  various  recruitment  problems;  may  confer  with  outside 
specialists  in  preparing  minimum  requirements  and  methods  of  examination;  interviews 
applicants  and  evaluates  qualifications;  makes  employment  and  other  background  checks 
in  order  to  verify  information  submitted. 

3.  Assists  in  the  preparation  of  examinations,  including  item  development  and 
examination  format  recommendations;  serves  as  a  member  of  an  oral  appraisal  board; 
may  serve  as  a  chief  examination  proctor;  evaluates  candidates  participating  in 
various  types  of  examinations;  answers  questions  from  the  general  public  on  civil 
service  requirements,  with  particular  reference  to  recruitment  and  examination 
matters;  prepares  memoranda  and  reports  with  recommendations  regarding  the 
qualification  of  applicants  and  the  evaluation  of  examination  protests. 
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^LASS  TITLE:   PERSONNEL  ANALYST  CODE:   12^2 

EXAMPLES  OF  DUTIES  (Continued) 

4-.   Surveys  and  audits  positions  in  the  city  service  in  order  to  evaluate  the 
luties,  responsibilities  and  qualifications  of  individual  jobs,  classifications  and 
:lassification  series;  interviews  supervisory  and  administrative  personnel  in  order 
;o  obtain  information  relevant  to  the  analysis  of  positions  under  study;  obtains 
md  exchanges  classification  information  from  personnel  analysts  of  other  public 
jurisdictions;  makes  recommendations  as  to  the  proper  classification  of  positions. 

5.  Participation  in  the  collection,  compilation  and  analysis  of  salary  and 
rage  data;  conducts  salary  study  of  various  crafts,  police  and  fire  rates,  municipal 
transit  operating  personnel  and  others;  performs  liaison  duties  with  the  United 
itates  Department  of  Labor,  Bureau  of  Labor  Statistics,  in  order  to  determine 
:omparable  salaries  in  private  employment;  participates  in  the  preparation  and 
>roduction  of  the  salary  standardization  ordinances  for  both  miscellaneous  and 
:raft  employees. 

6.  May  be  assigned  to  a  special  project  involving  the  planning,  research, 
levelopment  or  implementation  of  a  technical  phase  of  personnel  administration.  In 
,his  connection  prepares  various  memoranda,  correspondence  and  reports  with 
•ecommendations  when  appropriate. 

7.  Under  the  direction  of  a  departmental  personnel  officer,  performs  various 
lersonnel  duties  in  a  city  department;  assists  in  the  development  and  maintenance 

>f  a  personnel  program  in  order  to  orientate,  train,  inform  and  evaluate  departmental 
imployees;  conducts  studies  to  provide  management  with  information  and  recommendations 
■egarding  the  classification,  number  of  positions,  qualifications  and  assignment 
>f  personnel;  conducts  desk  and  field  audits  of  individual  positions  and  operating 
mits;  assists  in  the  recruitment  of  employees;  may  represent  the  department  at 
•egular  and  special  meetings  regarding  personnel  activities;  serves  as  liaison 
rith  the  Civil  Service  Commission  staff  and  personnel  of  other  city  departments 
n  order  to  expedite  personnel  transactions;  confers  with  representatives  of 
•egional,  state  and  federal  agencies  when  appropriate. 

8.  Confers  with  employees,  department  heads,  labor  representatives  and 
(ersonnel  analysts  of  other  jurisdictions  regarding  various  phases  of  personnel 
idministration;  participates  in  studies  pertaining  to  a  wide  variety  of  personnel 
latters;  prepares  memoranda,  reports,  records  and  charts  of  data  obtained  and 
lakes  recommendations  thereon. 

IINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
university,  with  a  baccalaureate  degree,  preferably  with  major  course  work  in 
>ersonnel  administration,  business  administration,  economics,  political  science, 
)sychology,  public  administration,  or  a  related  field. 

a  at  least  one  year  of  professional  experience  in  the  technical  phases 
i-sonnel  ndministration;  or  equivalent  combination  of  training  and  experience. 
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( AMENDED) 

CLASS  TITLE:   PERSONNEL  ANALYST  CODE:   124.2 

MINIMUM  QUALIFICATIONS:  (continued) 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of:  applicable 
provisions  of  the  city  charter,  relevant  ordinances  and  resolutions  and  civil 
service  commission  rules  and  regulations;  modern  public  personnel  administration 
especially  as  it  applies  to  the  principles,  techniques  and  methods  in  recruitment, 
examining,  position  classification,  salary  surveys,  wage  administration  and 
related  personnel  activities;  knowledge  of  principles  of  management  and  organization. 

Requires  skill  and  ability  to:  Make  accurate  analyses  evaluations;  deal 
tactfully  and  effectively  with  department  heads,  employees  and  others;  develop  and 
maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:  Senior  Personnel  Analyst 

From:  Personnel  Assistant 

Adopted:  January  17,  1972 

(Consolidates  classes  1232  Personnel  Examiner  and  1252  Personnel  Analyst) 


• 
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(NEW  CLASS)  SAN  FRANCISCO  ClVlL  SERVICE  COMMISSION 

CLASS  TITLE:  SENIOR  PERSONNEL  ANALYST  CODE:  12U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional  and  technical 
personnel  work  in  the  areas  of  recruitment,  examinations,  classification  and  salary- 
ad  ministration;  may  perform  technical  work  in  other  phases  of  personnel  administra- 
tion and  thereby  serve  in  an  important  resource  capacity;  may  direct  and  supervise 
subordinate  employees  engaged  in  various  aspects  of  personnel  management;  perpares 
a  variety  of  memoranda,  reports  and  records;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  Carrying  out,  interpreting,  explaining  and  enforc- 
ing existing  policies,  methods  and  procedures  relating  to  personnel  administrative 
matters;  making  regular  contacts  with  employees,  employee  representatives,  department 
heads,  other  agencies  and  personnel  at  various  levels  to  furnish  and  obtain  informa- 
tion; gathering,  preparing,  compiling,  reviewing  and  maintaining  important  personnel 
information  reports  and  records. 

DISTINGUISHING  FEATURES: 

Major  assignments  at  this  senior  level  may  include:  (l)  serving  as  a  team 
leader  in  the  areas  of  recruitment,  examinations  and  classification,  or  (2)  serving 
as  an  assistant  team  leader,  or  (3)  performing  difficult  and  specialized  personnel 
work  and  thereby  serving  as  a  resource  individual  for  special  problems. 

EXAMPLES  OF  DUTIES: 

1.  Serves  as  a  team  leader  or  assistant  team  leader  in  the  performance  of  pro- 
fessional personnel  activities  in  the  area?  of  recruitment,  examinations  and  classi- 
fication; supervises  recruitment  activities,  including  announcement  preparation, 
sources  for  recruiting,  correspondence  and  application  review;  prepares  test  items 
and  constructs  written  examinations;  directs  and  participates  in  classification  stud- 
ies of  individual  positions,  class  series  and  entire  City  departments. 

2.  Prepares  and  reviews  drafts  of  examination  announcements,  with  particular 
emphasis  on  appropriate  Minimum  Qualifications;  supervises  subordinate  staff  in  re- 
cruiting efforts  by  correspondence,  telephone  or  personal  visits;  prepares  and  places 
advertisements  for  recruitment  purposes  in  a  variety  of  publications;  assigns  appli- 
cations for  pending  examinations  to  subordinates  for  review  and  analysis;  personally 
reviews  those  applications  requiring  a  high  degree  of  judgment  regarding  acceptance 
or  rejection;  may  interview  individual  applications. 

3.  May  develop  test  items  and  construct  written  examinations;  plans  examination 
subject  matter  and  determines  relative  weights  to  various  parts  of  the  examination; 
investigates  and  makes  recommendations  on  protested  test  items;  recommends  members 

of  oral  interview  boards  and  may  serve  on  such  boards  as  either  a  rater  or  secre- 
tary. 

A.   Conducts  investigations  and  surveys  concerning  the  duties,  responsibilities 
and  qualifications  of  positions  in  the  classified  service,  and  may  supervise  other 
analysts  in  performing  similar  duties;  makes  field  and  desk  audits  of  work  performed; 
confers  with  immediate  supervisors  and  administrators,  as  well  as  with  individual 
employees;  prepares  summary  reports  of  findings,  conclusions  and  recommendations; 
makes  investigations  of  new  positions  on  the  basis  of  duties  statements  and  field 
surveys;  prepares  summary  report  of  findings,  conclusions  and  recommendations;  pre- 
pares class  specifications  for  new  classifications  or  revises  existing  class  spec- 
ifications. 

5.   Directs  and  supervises  the  activities  and  personnel  of  a  regular  or  special 
recruitment  units;  determines  staffing  assignments  relative  to  the  review  of  employ- 
ment applications  for  limited  tenure  appointments  and  pending  regular  examinations; 
supervises  the  determination  of  rankings  and  ratings  of  applicants  according  to 
Commission  Rules  and  administrative  guidelines. 
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^T./VSS  TITLE:  SENIOR  PERSONNEL  ANALYST  CODE:  12U 

EXAMPLES  OF  DUTIES:  (CONTINUED) 

6.  Participates  in  the  collection  and  evaluation  of  salary  and  wage  data;  super- 
vises the  conducting  of  salary  studies  for  various  crafts,  police  and  fire  department 
positions,  municipal  transit  operating  personnel  and  others;  supervises  special  survey 
studies  under  contractual  agreement;  supervises  and  participates  in  the  preparation 

of  the  annual  salary  ordinance  and  salary  standardization  ordinance;  supervises  and 
participates  in  the  preparation  and  formulation  of  the  ordinance  governing  prevailing 
wages  to  be  paid  on  public  contracts  for  construction. 

7.  May  be  assigned  to  a  special  project  involving  the  planning,  research,  devel- 
opment or  implementation  of  a  technical  phase  of  personnel  administration;  in  this 
connection  prepares  various  memoranda,  correspondence,  records  and  reports  with  rec- 
ommendations when  appropriate. 

8.  Confers  with  employes,  department  heads,  labor  representatives  and  personnel 
analysts  of  other  jurisdictions  regarding  recruitment,  examinations,  compensation  plans, 
position  allocations,  data  evaluation,  contract  provisions  and  other  pertinent  infor- 
mation; supervises  and  participates  in  studies  pertaining  to  a  wide  variety  of  person- 
nel matters;  prepares  memoranda,  reports,  records  and  charts  of  data  obtained  and 
makes  recommendations  thereon. 

MINIMUM  QUALIFICATIONS: 


Training  and  Experience:  Requires  completion  of  a  four  year  college  or  university, 
with  a  baccalaureate  degree,  with  major  course  work  in  public  administration,  business 

^iinistration,  psychology,  political  science,  economics  or  a  related  field;  plus  at 
least  one  course  in  statistics  through  correlation. . 

Requires  at  least  lour'  years  of  increasingly  responsible  professional  experience 
in  the  technical  phases  of  recruitment,  examining,  position  classification  or  compen- 
sation administration;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  considerable  knowledge  of:  The  prin- 
ciples and  practices  of  modern  personnel  and  public  administration  and  management 
organization,  especially  as  they  apply  to  the  efficient  conduct  of  recruiting,  ex- 
amining, position  classification  and  compensation  systems;  good  knowledge  of:  Appli- 
cable City  Charter  provisions,  relative  ordinances,  Civil  Service  Rules  and  Regulations; 
operation  and  organization  of  the  various  City  departments  and  agencies. 

Requires  ability  and  skill  to:  Make  accurate  and  sound  analyses  and  evaluations 
of  personnel  problems;  deal  courteously,  tactfully  and  effectively  with  department 
heads,  employees  and  others;  supervise  subordinates  in  performing  recruiting,  ex- 
amining, classification  or  salary  administration  work;  prepare  clear,  concise,  accur- 
ate and  cogent  reports. 

PR0M3TIVE  LINES: 

To   :  Principal  Personnel  Analyst 

From:  Personnel  Analyst 

Personnel  Examiner 

•  ^TED:  9/27/71 

(Consolidates  class  1234  Senior  Personnel  Examiner  and 
1254  Senior  Personnel  Analyst) 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
(AMENDED) 

CLASS  TITLE:   PRINCIPAL  PERSONNEL  ANALYST  CODE:  1246 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  professional  and  tech- 
nical personnel  work  in  the  administration  of  recruiting,  examinations,  position 
classification  and  salary  administration;  as  assigned,  performs  difficult  and 
specialized  technical  work  in  other  phases  of  personnel  administration  and  thereby 
serves  as  an  important  resource  person;  supervises  and  reviews  the  work  of  subordi- 
nates; prepares  memoranda  and  reports  with  recommendations;  may  be  assigned  to  the 
duties  of  Assistant  Secretary,  Civil  Service  Commission;  and  performs  related  duties 
as  required. 

Requires  considerable  responsibility  for:   Carrying  out,  interpreting,  coordi- 
nating and  enforcing  existing  policies  and  methods  regarding  recruitment  procedures, 
preparation  and  construction  of  examinations,  position  classification  or  salary 
and  wage  administration;  effective  planning  for  and  efficient  and  economical  oper- 
ation of  the  respective  unit;  making  regular  important  contacts  with  department 
heads,  other  agencies  and  persons  at  all  levels  to  furnish  or  obtain  information 
and  to  explain  and  interpret  procedures  and  regulations  on  specialized  matters;  pre- 
paring, checking  and  reviewing  important  detailed  and  complex  records  and  reports; 
analyzing  operational,  technical,  personnel  and  financial  activities  and  records; 
supervising  the  compilation  and  reviewing  related  reports. 

DISTINGUISHING  FEATURES: 

Major  assignments  at  this  principal  level  include:   (1)  Serving  as  a  team 
leader  involved  in  the  more  difficult  recruitment,  examination  and  classification 
matters,  or  (2)  Performing  complex  and  specialized  personnel  work  and  thereby  serv- 
ing as  a  resource  individual  for  important  technical  problems. 

EXAMPLES  OF  DUTIES: 

1.  As  a  team  leader,  supervises  subordinate  employees  in  performing  profes- 
sional personnel  work  in  the  areas  of  recruitment,  examinations  and  classification; 
coordinates  recruitment  activities  for  assigned  classifications,  including  announce- 
ment preparation,  determining  sources  for  recruiting,  correspondence  and  application 
review;  develops  test  items  and  constructs  written  examinations;  directs,  coordi- 
nates and  participates  in  classification  studies  of  individual  positions,  class 
series  and  entire  city  departments. 

2.  Confers  with  personnel  in  various  city  departments  at  different  operating 
levels  to  determine  desirable  minimum  qualifications,  means  of  recruitment  and  areas 
to  be  covered;  reviews  recruitment  matters  with  consultants  and  specialists  in  con- 
nection with  important  phases  of  positions  to  be  covered  in  specific  examinations; 
assigns   applications  for  pending  examinations  to  subordinates  for  review  and 
analysis;  personally  reviews  those  applications  requiring  a  high  degree  of  judgment 
regarding  acceptance  or  rejection. 

3.  Plans  examination  subject  matter;  conducts  research  on  specific  requests  or 
problems;  assigns  relative  weights  to  various  parts  of  the  examination;  reviews 
test  items  for  construction  and  accuracy;  organizes  material  for  final  review  and 
makes  revisions,  as  deemed  necessary;  investigates  protests  regarding  test  items; 
makes  replies,  explanations  and  recommendations. 

4.  Serves  as  member  of  oral  examining  boards  or  as  secretary  to  such  boards, 
as  required;  recommends  qualified  persons  in  various  appropriate  fields  to  serve  as 
members  of  oral  qualifications  appraisal  boards. 

5.  Supervises  and  participates  in  classification  studies  and  projects  and  the 
processing  of  departmental  classification  requests;  assigns  and  reviews  work  of  sub- 
ordinate professional  and  clerical  personnel;  coordinates  the  preparation  of  class 
specifications;  makes  recommendations  regarding  establishing,  consolidating  or 


CLASS  TITLE;   PRINCIPAL  PERSONNEL  ANALYST  CODE:   1246 

EXAMPLES  OF  DUTIES:   (contd) 

abolishing  classes;  confers  with  department  heads,  employees  and  others  regarding 
administration  and  maintenance  of  the  classification  system;  investigates  problems, 
complaints  and  appeals  regarding  allocations  and  status  determinations;  partici- 
pates in  formulation  of  related  policy  matters, 

6.  Performs  highly  specialized  personnel  work  and  thereby  serves  as  a  resource 
person  to  assist  co-workers;  as  assigned,  supervises  and  participates  in  conducting 
salary  and  wage  surveys  including  the  collection,  compilation,  analysis  and  evalua- 
tion of  data;  conducts  special  studies  and  investigations  pertaining  to  fringe  bene- 
fits, working  conditions  and  other  similar  matters;  coordinates  the  preparation  of 
the  salary  standardization  ordinance  and  the  preparation  and  amendment  of  the  annual 
salary  ordinance. 

70   As  assigned,  appears  before  legislative  bodies  and  committees  to  explain 
and  interpret  recruitment,  examination,  classification  or  salary  administration 
matters, 

8.  May  be  assigned  to  a  special  project  involving  the  planning,  research,  de- 
velopment or  implementation  of  a  technical  phase  of  personnel  administration;  in 
this  connection  prepares  various  memoranda,  correspondence,  records  and  reports  with 
recommendations  when  appropriate* 

9.  Meets  with  employees,  department  heads,  labor  representatives  and  personnel 
of  other  jurisdictions  regarding  recruitment,  examinations,  position  allocations, 
salary  and  wage  administration,  data  evaluation,  contract  provisions  and  other  per- 
sonnel matters;  coordinates  and  participates  in  studies  pertaining  to  a  wide  variety 
of  employment  problems  and  subjects;  prepares  memoranda,  reports,  records  and  charts 
of  data  obtained  and  makes  recommendations  thereon. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college  or  univer- 
sity, with  a  baccalaureate  degree,  with  major  course  work  in  personnel,  public  or 
business  administration,  economics,  political  scier.ee,  psychology,  statistics  or  a 
related  field  and  which  must  have  included  or  be  supplemented  by  at  least  one  course 
in  statistics  through  correlations. 

Requires  at  least  six  years  of  increasingly  responsible  experience  in  the  tech- 
nical phases  of  recruiting,  examining,  position  classification  or  salary  and  wage  ad- 
ministration; or  an  equivalent  co:  bination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of:   The  prin- 
ciples, techniques  and  methods  used  in  the  development  and  maintenance  of  position 
classification  systems  and/or  compensation  plans;  principles  and  techniques  of  ex- 
amination and  test  construction  and  sources  of  specific  information  in  various  occu- 
pational fields- 
Requires  considerable  ability  to:   M.ike  careful  and  correct  analyses  at.d  eval- 
uations of  recruiting,  examining,  classification  and  a;  deal 
courteously,  effectively  and  tactfully  with  department  heads,  supervisors,  employees 
and  their  representatives;  prepue  and  review  complete,     il  ie  and  logical  n. 
and  recommendations;  assign,  supervise  and  review  the  work  of  subordinates  In  per- 
forming classification  and/or  salary  administration  work. 

PROMOTIVE  LINES: 

To   :   1248  Assistant  Division  Manager,  Personnel 
From:   1244  Senior  Personnel  Analyst 

AMENDED:   2/7/72 

(Consolidates  classes  1236  Principal  i-  and  123b  Principal 

An. 1 1  yst) 


CLASS  TITLE:   PERSONNEL  AIDE  CODE:   1250 

CHARACTERISTICS  OF  THE  CLASS: 

Under  supervision,  performs  beginning  level  professional  duties  in 
the  technical  phases  of  general  personnel  work,  especially  dealing  with 
various  aspects  of  position  classification  and  salary  and  wage  admini- 
stration; assists  in  conducting  field  and  desk  audits  of  positions, 
collecting  and  analyzing  salary  and  wage  data  and  preparing  related 
reports;  and  performs  related  duties  as  required. 

Requires  responsibility  for:   following  established  methods,  pro- 
cedures, rules  and  regulations  applicable  to  position  classification  and 
salary  and  wage  determinations;  making  contacts  involving  meeting  and 
dealing  with  employees,  employee  representatives,  supervisors,  department 
heads  and  representatives  of  outside  establishments  in  connection  with 
classification  and  compensation  matters;  compiling  and  maintaining  per- 
tinent information  and  statistical  data  applicable  to  position  classifi- 
cation and  salary  and  wage  information. 

EXAMPLES  OF  DUTIES: 

1.  Analyzes  position  classification  descriptions;  conducts  desk  and 
field  audits  to  amplify  and  verify  duties,  responsibilities  and  require- 
ments; prepares  related  reports  of  findings,  conclusions  and  recommendations, 

2.  Assists  in  preparing  class  specifications  for  recruitment,  exam- 
ining and  salary  and  wage  purposes;  assists  in  developing  classification 
arrangements  by  series  and  occupational  groups;  assists  in  maintaining 
class  specification  manual  in  current  status. 

3.  Performs  various  other  related  duties  as  required,  or  assigned, 
including:  preparation  of  organization  charts;  reviewing  requisitions 
for  permanent  and  temporary  appointments  to  ascertain  if  positions  are 
properly  classified  prior  to  certification;  assisting  in  maintaining  class 
specification  reference  files  in  current  status;  assisting  in  preparing 
reports  regarding  classification  and  compensation  matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel  administration,  business  administration,  economics,  political 
science,  psychology,  public  administration,  or  a  related  field;  or  an 
equivalent'  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  some  knowledge  of  modern 
public  personnel  administration,  especially  as  it  applies  to  the  principles, 
techniques  and  methods  used  in  position  classification  and  salary  and  wage 
determinations . 


CLASS  TITLE:   PERSONNEL  AIDE   (continued)  CODE:   1250 

Requires  ability  and  skill  to  prepare  complete,  accurate  and  logical 
reports j  make  accurate  analyses  and  evaluations  of  classification  informa- 
tion and  salary  dataj  learn  and  use  applicable  charter  provisions,  civil 
service  rules  and  regulations,  and  the  provisions  of  the  salary  and  salary- 
standardization  ordinances  in  the  performance  of  the  duties. 

PROMOTIVE  LINES: 

To:   Personnel  Analyst 

From:  Original  entrance  examination 


CLASS  TITLE:  PERSONNEL  ANALYST  CODE:   12^2 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  supervision,  performs  important  professional  person- 
nel work  in  the  fields  of  position  classification,  evaluation  and 
development  of  compensation  plans  covering  a  wide  and  varied  field  of 
employment;  may  perform  technical  work  in  other  phases  of  personnel 
administration;  prepares  various  reports;  and  performs  related  duties 
as  required. 

Requires  responsibility:!1  or :  carrying  out,  interpreting  and  en- 
forcing existing  policies,  methods  and  procedures  relating  to  classifi- 
cation and  compensation  matters;  making  regular  contacts  with  representa- 
tives of  departments,  employees,  representatives  of  outside  agencies, 
and  persons  at  various  levels,  to  furnish  or  obtain  information  on  spec- 
ialized classification  and  salary  matters;  gathering,  preparing,  com- 
piling and  . analyzing  statistical  and  other  operational,  personnel  and 
financial  data  and  reports. 

EXAMPLES  OF  DUTIES: 

. 1.  Performs  detailed  duties  in  the  conduct  of  salary  and  wage 
surveys  covering  basic  rates  paid  in  private  employment  on  public 
contracts,  rates  paid  organized  trades  and  crafts  coming  under  charter 
provisions,  rates  paid  municipal  transit  operating  personnel,  rates 
paid  uniformed  police  and  fire  department  personnel;  also  rates  paid 
in  local  area  private  establishments,  state  and  federal  agencies,  and 
other  public  jurisdictions  for  salary  standardization  purposes  of 
miscellaneous  employees. 

2.  Gathers,  compiles,  tabulates  and  analyzes  salary  survey  data 
required  in  the  maintenance  or  revision  of  the  compensation  plan; 
participates  in  developing  recommendations  for  appropriate  salary 
ranges;  assists  in  the  preparation  and  review  of  the  annual  salary 
ordinance  and  salary  standardization  ordinances. 

3.  Records  and  analyzes  private  employment  wage  data  obtained 
under  contractual  agreement,  for  the  purpose  of  determining  comparative 
wages  and  assist  in  making  wage  recommendations  for  city  employees. 

h.   Performs  desk  and  field  audits  of  position  duties,  responsi- 
bilities and  requirements;  reviews  position  descriptions  to  verify 
duties  and  responsibilities  and  to  determine  correct  allocation  or 
reallocation;  interviews  supervisory  and  administrative  personnel  to 
obtain  further  occupational  information  in  order  to  properly  evaluate 
positions  and  make  final  recommendations  for  allocations. 

5.  Performs  various  other  related  duties  such  as:   furnishing 
salary  and  classification  data  to  other  jurisdictions;  interpreting 
private  labor-employee  contract  provisions  as  applicable  to  city 
employees,  under  charter  requirements;  confering  with  employee  repre- 
sentatives, supervisory  personnel,  and  other  city  employees  on  matters 
pertaining  to  position  classification,  civil  service  rules  and  regula- 
tions, salary  and  wage  administration  problems. 


CLASS  TITLE;  PERSONNEL  ANALYST  (continued)  CODE:   12^2 

MINIMUM  QUALIFICATIONS: 

Training  and  Experiences  Requires  completion  of  a  four  year  college 
or  university,  with  a  baccalaureate  degree,  with  major  course  work  in 
personnel  administration,  business  administration,  economics,  political 
service,  psychology,  public  administration,  or  related  fields, 

Requires  at  least  two  years  of  professional  experience  in  the  tech- 
nical phases  of  position  classification  and/or  compensation  administra- 
tion; or  equivalent  combination  of  training  and  experience „ 

Knowledge,  Abilities  and  Skills:  Requires  a  good  knowledge  of: 
applicable  provisions  of  the  city  charter,  relevant  ordinances  and 
resolutions  and  civil  service  commission  rules  and  regulations;  modern 
public  personnel  administration  especially  as  it  applies  to  the  princi- 
ples, techniques  and  methods  used  in  position  classification  and  salary 
and  wage  determinations;  knowledge  of  principles  of  organization. 

Requires  skill  and  ability  to:  make  accurate  analyses  and  evalu- 
ations ;  deal  tactfully  and  effectively  with  department  heads,  employees 
and  others;  develop  and  maintain  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:  Senior  Personnel  Analyst 

From:  Personnel  Aide 


CLASS  TITLE:   SENIOR  PERSONNEL  ANALYST  CODE:   125U 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  performs  difficult  and  responsible  professional 
and  technical  personnel  work  in  the  fields  of  position  classification, 
evaluation  and  salary  administration  covering  a  wide  and  varied  field  of 
employment;  may  perform  technical  work  in  other  phases  of  administration; 
prepares  various  reports;  directs  and  supervises  subordinates  in  perform- 
ing similar'  duties;  and  performs  related  duties  as  required. 

Requires  responsibility  for:  carrying  out,  interpreting,  explaining 
and  enforcing  existing  policies,  methods  and  procedures  relating  to 
position  classification  and  salary  administration;  making  regular  con- 
tacts with  department  heads,  employees,  employee  representatives,  other 
agencies,  and  persons  at  various  levels  to  furnish  or  obtain  information 
on  specialized  classification  and  salary  matters;  gathering,  preparing, 
compiling,  and  maintaining  statistical  and  other  operational,  personnel 
and  financial  data,  records  and  reports. 

EXAMPLES  OF  DUTIES: 

1,  Conducts  investigations  and  surveys  concerning  the  duties, 
responsibilities  and  qualifications  of  positions  in  the  classified  service, 
and  supervises  other  analysts  in  performing  similar  duties;  makes 
personal  observation  and  field  and  desk  audits  of  work  performed;  confers 
with  immediate  supervisors  and  administrators,  as  well  as  with  indi- 
vidual employees,  in  conjunction  with  information  gathered  in  field  sur- 
veys and  contained  in  individual  duties  statements;  prepares  summary 
reports  of  findings,  conclusions  and  recommendations. 

2,  Makes  similar  investigations  of  contemplated  duties,  respon- 
sibilities and  qualifications  of  new  positions  on  the  basis  of  detailed 
duties  statements  furnished  and  field  surveys;  prepares  summary  report 
of  findings,  conclusions  and  recommendations;  prepares  class  specifi- 
cations for  new  classifications  or  revises  existing  class  specification, 
as  circumstances  may  require.   Prepares  departmental  organization  charts, 
and  revises  charts  to  reflect  current  organizational  relationships. 

3,  Conducts  investigations  and  surveys  in  conjunction  with  the 
collection  and  evaluation  of  salary  and  wage  data  as  provided  in  accord- 
ance with  charter  provisions;  supervises  the  conducting  of  salary  studies 
for  various  crafts,  police  and  fire  department  positions,  municipal 
transit  operating  personnel  and  others;  supervises  special  survey  studies 
under  contractual  agreement  and  reviews  and  edits  all  wage  data  in 
relation  to  various  job  levels  and  proper  classification  allocations  as 
collected  by  field  representatives. 

h.    Supervises  and  participates  in  the  preparation  of  the  annual 
salary  ordinance  and  salary  standardization  ordinance;  supervises  and 
participates  in  the  preparation  and  formulation  of  the  ordinance  governing 
prevailing  wages  to  be  paid  on  public  contracts  for  construction. 

5.  Confers  with  employees,  department  heads,  labor  representatives 
and  personnel  analysts  of  other  jurisdictions  regarding  compensation 
plans,  position  allocations,  data  evaluation,  contract  provisions  and 
other  pertinent  information;  develops  new  salary  survey  techniques; 
supervises  and  participates  in  studies  and  reports  pertaining  to  fringe 
benefits  and  costs  of  living  adjustments;  reviews  disability  transfer 


CLASS  TITLE;  SENIOR  PERSONNEL  ANALYST  (continued)         CODE:  125U 

positions  and  adjudicates  the  compensation  governing  such  cases; 
reviews,,  verifies  and  recommends  rates  for  all  personnel  services 
authorized  under  applicable  provisions  of  the  annual  salary  ordinance. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience :  Requires  completion  of  a  four  year 
college  or  university,  with  a  baccalaureate  degree,  with  major  course 
work  in  personnel  or  public  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  four  years  of  increasingly  responsible  pro- 
fessional experience  in  the  technical  phases  of  position  classification 
and/or  compensation  administration;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  considerable  knowledge 
of:  the  principles  and  practices  of  modern  personnel  and  public 
administration  and  management  organization,  especially  as  they  apply 
to  the  efficient  conduct  of  position  classification  and  compensation 
systems;  good  knowledge  of:  applicable  city  charter  provisions, 
relative  ordinances,  civil  service  rules  and  regulations;  operation 
and  organization  of  the  various  city  departments  and  agencies. 

Requires  ability  and  skill  to:  make  accurate  and  sound  analyses 
and  evaluations  of  classification  and  salary  administration  problems; 
deal  courteously,  tactfully  and  effectively  with  department  heads, 
employees  and  others;  supervise  subordinates  in  performing  classi- 
fication and/or  salary  administration  work;  prepare  accurate  and 
logical  reports. 

PROMOTIVE  LINES 

To:  Principal  Personnel  Analyst 

From:  Personnel  Analyst 


CLASS  TITLE:   PRINCIPAL  PERSONNEL  ANALYST  CODE:   12$6 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  performs  difficult  and  complex  professional 
and  technical  personnel  work  in  the  administration  of  the  position 
classification,  evaluation  and  compensation  plans  covering  a  wide  and 
varied  field  of  employment;  as  assigned,  performs  difficult  technical 
work  in  other  phases  of  personnel  administration;  supervises  and  re- 
views work  of  a  staff  engaged  in  such  activities;  prepares  reports  and 
recommendations;  and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for:   carrying  out,  inter- 
preting, coordinating,  and  enforcing  existing  policies  and  methods  in 
the  classification  or  compensation  section  of  the  classification  and 
pay  division;  effective  planning  for  and  efficient  and  economical 
operation  of  the  respective  unit;  making  regular  important  contacts 
with  department  heads,  other  agencies  and  persons  at  all  levels  to 
furnish  or  obtain  information  and  to  explain  and  interpret  procedures 
and  regulations  on  specialized  matters;  preparing,  checking  and  re- 
viewing important  detailed  and  complex  records  and  reports;  analyzing 
operational,  technical,  personnel  and  financial  activities  and  re- 
cords; supervising  the  compilation  and  reviewing  related  reports. 

EXAMPLES  OF  DUTIES: 

1.  Supervises  and  participates  in  classification  studies  and 
projects  and  the  processing  of  departmental  classification  requests; 
assigns  and  reviews  worl-  of  subordinate  professional  and  clerical 
personnel. 

2.  Supervises  preparation  of  class  specifications;  makes  re- 
commendations to  the  division  director  regarding  establishing,  con- 
solidating or  abolishing  classes. 

3.  Confers  with  department  heads,  employees  and  others  regarding 
administration  and  maintenance  of  the  classification  system;  investi- 
gates problems,  complaints,  and  appeals  regarding  allocations  and 
status  determinations;  participates  in  formulation  of  related  policy 
matters. 

h.      Supervises  and  participates  in  conducting  salary  and  wage 
surveys  including  the  collection,  compilation,  analyses,  and  evalua- 
tion of  data;  also,  special  studies  and  investigations  pertaining  to 
fringe  benefits,  working  conditions  and  other  similar  matters. 

5.  Supervises  preparation  of  the  salary  standardization 
ordinance  and  the  preparation  and  amendment  of  the  annual  salary 
ordinance. 

6.  Supervises  preparation  of  departmental  organization  charts 
and  their  maintenance  in  current  and  correct  status. 

7.  As  assigned,  appears  before  legislative  bodies  and  committies 
to  explain  and  interpret  classification  and/or  salary  administration 
matters. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 


CLASS  TITLE:   PRINCIPAL  PERSONNEL  ANALYST   (continued)      CODE:   12^6 

work  in  personnel  or  public  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  six  years  of  increasingly  responsible  professional 
experience  in  the  technical  phases  of  position  classification  and/or 
compensation  administration,  or  an  equivalent  combination  of  training 
and  experience . 

Knowledge,  Abilities  and  SKills:  Requires  a  thorough  knowledge  of: 
the  principles,  techniques  and  methods  used  in  the  development  and 
maintenance  of  position  classification  systems  and/or  compensation  plans; 
applicable  charter  and  ordinance  provisions  and  civil  service  rules 
and  regulations;  considerable  knowledge  of:   operation  and  organization 
of  the  various  city  departments  and  agencies:  principles  of  modern 
organization  and  management,  particularly  as  applied  to  personnel 
matters. 

Requires  considerable  ability  and  skill  to:  make  careful  and 
correct  analyses  and  evaluations  on  classification  and  salary  situa- 
tions and  problems;  deal  courteously,  effectively  and  tactfully  with 
department  heads,  supervisors,  employees  and  their  representatives; 
prepare  and  review  complete,  accurate  and  logical  reports  and  re- 
commendations; assign,  supervise  and  review  the  work  of  subordinates 
in  performing  classification  and/or  salary  administration  work. 

PROMOTIVE  LINES: 

To:   Director  of  Classification  and  Pay 

From:   Senior  Personnel  Analyst 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 


CLASS  TITLE:   ASSISTANT  DIRECTOR,,  MANAGEMENT  AND 

EMPLOYEE  SERVICES  CODEs   1258 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,,  acts  as  a  principal  assistant  xn  administering  and 
supervising  the  in-service  personnel  programs,,  including  training,  employee 
evaluations,,  grievances,  counseling  and  other  matters,,  and/or  in  administering 
and  supervising  the  classification  and  compensation  program  involving  job 
classification  studies,  the  collection  and  evaluation  of  salary  and  wage  data, 
and  payroll  auditing;  and  performs  related  duties  as  required,, 

Requires  responsibility  fort  developing,  co-ordinating  and  enforcing 
policies,  methods  and  procedures  relative  to  the  various  in-service  personnel 
programs,  and/or  classification  and  compensation  programs;  achieving  economies 
through  development  of  efficient  in-service  personnel  programs,  and/or  by 
recommending  equitable  compensation  schedules  in  accordance  with  charter  pro- 
visions; making  important  contacts  with  employees,  representatives  of  employee 
organizations  and  other  groups  involving  discussion,  explanation  and 
interpretation  of  in-service  personnel  programs,  and/or  specialized  classifi- 
cation and  compensation  programs;  supervising  the  preparation,  analyses  and 
review  of  important  in-service  personnel  records  and  reports,  and/or  classifi- 
cation and  compensation  records  and  reports. 

EXAMPLES  OF  DUTIES: 

lo  Assists  in  directing  in-service  activities  toward  development  and 
maintenance  of  programs  concerned  with  employee  relations,  including  discipline, 
morale,  safety,  counseling,  leaves  of  absence,  separation  and  turnover , 
medical  examinations,  sick  leaves,  merit  awards,  suggestions  systems,  grievance 
procedures  and  other  in-service  programs „ 

2o  Maintains  good  working  relationships  with  operating  departments  in 
formulating,  conducting  and  administering  the  various  personnel  programs;  co- 
operates with  educational  institutions  and  other  informational  and  instructional 
sources, 

3,  Supervises  the  development  of  in-service  personnel  programs  including 
an  employee  evaluation  system,  and  other  in-service  training  programs;  develops 
and  outlines  programs  on  basis  of  need  and  policies;  supervises  the  preparation 
of  curriculum  to  satisfy  requirements  of  each  program;  supervises  the  evaluation 
of  in-service  training  program  results  including  statistics,  interpretation 
and  preparation  of  related  reports, 

ho     Assists  in  directing  a  classification  and  compensation  program  including 
classification  studies,  determination  of  position  allocations,  tenure  of 
positions,  and  the  preparation  of  new  and  revised  class  specifications, 

5o  Assists  in  supervising  the  collection  of  salary  and  wage  data^  and/or 
the  evaluation  of  information  collected;  assists  in  the  recommendation  of 
proper  salary  rates  and  ranges;  supervises  the  investigation  of  complaints  and 
appeals  relative  to  compensation  and  allocation  matters, 

6.  Supervises  the  investigating  of  and  reporting  on  status  rights  of 
employees;  the  review  of  annual  requests  for  changes  in  working  conditions; 
analyzing  budget  requests  and  preparing  reports  on  personal  services  require- 
ments, 

7,  Supervises  the  preparation  and  submission  of  the  annual  salary  ordinance 
and  salary  standardization  ordinance  and  amendments  thereto;  represents  the 
civil  service  commission  at  commission,  board  and  committee  meetings  on 
compensation  and  classification  matters. 


CLASS  TITLE:   ASSISTANT  DIRECTOR,  MANAGEMENT  AND 

EMPLOYEE  SERVICES  (Continued)  CODE:   12^8 


8.  Assists  in  preparing  and  reviewing  amendments  to  rules  of  the 
civil  service  commission  and  for  review  of  all  legislation  affecting 
operations  of  the  civil  service  department. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university  with  a  baccalaureate  degree  with  major  course  work  in 
public  administration,  business  administration,  economics,  psychology, 
industrial  relations,  or  a  related  field. 

Requires  at  least  seven  years  of  experience  in  various  phases  of 
personnel  administration,  at  least  four  years  of  which  shall  have  been  in 
responsible  work  involving  in-service  training  and  employee  evaluation, 
classification  and  compensation  activities,  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  professional  knowledge 
and  skill  in  formulating,  recommending  and  implementing  employee  in-service 
training  and  evaluation  systems,  classification  and  compensation,  and 
other  personnel  management  programs. 

Requires  creative  ability,  resourcefulness  and  discriminating 
judgment  in  analyzing  the  different  needs  of  various  personnel  management   f 
programs. 

PROMOTIVE  LINES: 

To:    1280  Director,  Management  and  Employee  Services 

From:   12^6  Principal  Personnel  Analyst 
AMENDED:   2/17/66 


« 


DOCUMENTS  DEPT. 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  AUG  3  0  1389 

SAN  FRANCISCO 
1270  DEPARTMENTAL  PERSONNEL  OFFICER  PUBLIC  LIBRARY 

DEFINITION:  Under  general  direction,  administers  the  human  resources  program  for  employees  of  an 
average  size  and/or  less  diversified  departmental  organization,  or  assists  in  administering  the  human 
resources  program  for  a  large  and  diversified  departmental  organization;  coordinates  the  expediting  of 
human  resources  transactions  between  the  operating  department  and  the  Department  of  Human 
Resources;  manages  payroll  and  personnel  functions;  coordinates  labor  relations  including  grievance 
management;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

1270  Departmental  Personnel  Officer  is  distinguished  from  the  higher  level  1272  Senior  Departmental 
Personnel  Officer  by  its  responsibility  for  the  management  of  a  human  resources  program  in  an  average 
size  department  (typically  less  than  1200  employees),  or  for  assisting  in  the  administration  of  a  human 
resources  program  in  a  large  department  (typically  over  1200  employees);  incumbents  in  1272  Senior 
Departmental  Personnel  Officer  are  responsible  for  the  human  resources  program  in  a  large  and  complex 
department  or  major  departmental  facility. 

SUPERVISION  EXERCISED:  Incumbents  in  this  class  supervise  professional,  technical  and  clerical 
staff  engaged  in  providing  departmental  human  resources  services,  both  directly  and  through  subordinate 
supervisors. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 

range  of  duties  assigned  to  this  job  code/class  and  are  not  intended  to  be  an  inclusive  list. 

1.  Consults  with  and  advises  department  management,  supervisory  personnel,  employees  and  their 
representatives  and  others  on  the  interpretation  and  application  of  the  civil  service  provisions  of  the 
charter,  related  ordinances,  civil  service  rules  and  regulations,  Department  of  Human  Resources 
policies,  standards,  procedures  and  other  human  resources  problems. 

2.  Screens  classification  requests;  conducts  classification  studies;  advises  management  on  the  merits 
of  requests  for  reclassification. 

3.  Coordinates  with  supervisory  personnel  in  the  assignment,  reassignment,  replacement  and  transfer 
of  personnel,  and  other  related  in-service  human  resources  activities. 

4.  Coordinates  with  the  Department  of  Human  Resources  in  matters  relating  to  the  expediting  of 
personnel  transactions,  recruitment,  placement,  employee  evaluation,  training  programs  and  other 
human  resources  services  and  activities. 

5.  Supervises  the  preparation  of  personnel  documents  and  maintenance  of  personnel  records; 
analyzes  personnel  records  to  determine  cause  of  turnover  and  other  related  problems. 

6.  Reviews  and  reports  on  the  service  of  employees;  investigates  and  reports  on  disciplinary  charges 
against  employees;  investigates  other  related  matters  such  as  employee  grievances,  reductions  in 
office  and  makes  reports  thereon. 

7.  May  participate  in  conferences  related  to  effective  personal  services,  budgetary  planning  and 
overall  operation  of  the  departmental  human  resources  program. 

8.  Performs  related  duties  and  responsibilities  as  required. 


1270  Departmental  Personnel  Officer 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  principles  and  methods  used  in  modem  human  resources  administration,  particularly 
those  applicable  to  public  agencies;  principles  of  organization  and  management;  principles  of  human 
relations;  application  of  computer  science  to  human  resources  administration;  various  federal,  state  and 
local  provisions  applicable  to  a  departmental  human  resources  program 

Ability  and  skill  to:  develop  and  maintain  effective  working  relationships  with  management,  supervisory 
personnel,  employees  and  their  representatives,  Department  of  Human  Resources  and  Civil  Service 
Commission  staff;  develop  and  administer  a  departmental  human  resources  program;  exercise  tact,  skill 
and  diplomacy  when  engaging  in  negotiations  with  employee  organizations,  department  officials, 
employees  and  their  representatives;  make  sound  analyses  and  evaluations  as  a  basis  for 
recommendations  on  personnel  problems  and  activities;  formulate  and  express  ideas  concisely,  clearly 
and  effectively,  both  orally  and  in  writing;  interview  and  counsel  employees;  plan,  supervise  and  review 
the  work  of  subordinates. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Possession  of  a  baccalaureate  degree  from  an  accredited  university  or  college  with  major  coursework  in 
human  resources,  business  or  public  administration,  industrial  psychologyor  a  related  field.  Additional 
qualifying  experience,  as  defined  below,  may  be  substituted  for  the  required  education  to  the  maximum 
of  one  year  (30  semester  units/45  quarter  units  equal  one  year);       AND 

Five  years  of  verified  professional  human  resource  experience,  including  two  years  in  a  human  resource 
department  performing  duties  which  included  significant  assignments  in  the  areas  of  labor  relations, 
negotiations,  grievances,  employee  discipline,  personnel  and/or  payroll  records,  human  resources  policv 
and  procedure  interpretation  and  administration.  These  duties  must  be  equivalent  to  those  performed  by  a 
1244  Senior  Personnel  Analyst  in  the  City  and  County  of  San  Francisco. 

EFFECTIVE  DATE:  3/23/61 

AMENDED  DATE:      8/13/99 

REASON  FOR  AMENDMENT:  to  accurately  reflect  the  current  tasks,  knowledges,  skills  and  abilities 
defined  in  the  most  recent  job  analysis  conducted  for  this  job  code 


DOCUMENTS  DEPT 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 


DEPARTMENT  OF  HUMAN  RESOURCES 
1272  SENIOR  DEPARTMENTAL  PERSONNEL  OFFICER 


AUG  3  0 19S9 


SAN  FRANCISCO 
PUBLIC  LIBRARY 

DEFINITION:  Under  general  direction,  plans  and  administers  a  comprehensive  human  resources 
program  for  a  large  City  department  or  major  departmental  facility;  coordinates  through  subordinates  a 
variety  of  human  resource  transactions;  coordinates  labor  relations  activities;  reviews  and  recommends 
improvements  in  human  resource  policies  and  procedures;  may  plan,  direct  and  participate  in  staff 
development,  evaluation  and  in-service  training  programs,  payroll  operations,  the  application  of 
computerized  management  techniques  to  personnel  activities  and  decentralized  examination  and 
classification  activities;  and  performs  related  duties  as  required.  . 

DISTINGUISHING  FEATURES:  Incumbents  in  this  class  are  responsible  for  the  administration  of  a 
human  resources  program  and  manage  staff  in  the  performance  of  high  level  professional  human 
resource  duties.  This  class  is  distinguished  from  the  lower  level  class  of  1270  Departmental  Personnel 
Officer  by  its  responsibility  for  the  full  range  of  personnel  transactions  necessary  to  the  operation  of  a 
large  department  or  facility;  incumbents  in  class  1270  are  responsible  for  the  operation  of  a  human 
resources  program  in  an  average  size  (typically  less  than  1200  employees)  department,  or  for  assisting 
in  the  administration  of  a  human  resources  program  in  a  large  and  diversified  department. 

SUPERVISION  EXERCISED:  Incumbents  in  this  class  supervise  professional,  technical  and  clerical 
staff  engaged  in  providing  departmental  human  resources  services,  both  directly  and  through 
subordinate  supervisors. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

According  to  Civil  Service  Commission  Rule  9,  the  duties  specified  below  are  representative  of  the 

range  of  duties  assigned  to  this  job  code/class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Directs  and  administers  a  human  resources  program  of  a  large  and  diversified  departmental 
organization;  supervises  the  operations,  functions  and  activities  of  staff,  including  establishing 
policies  and  goals,  assessing  needs  and  monitoring  programs. 

2.  Consults  with  and  advises  department  management,  supervisory  personnel,  employees  and  their 
representatives,  employee  organizations  and  union  representatives  on  interpretation  and  application 
of  Civil  Service  provisions  of  the  City  Charter,  related  ordinances,  rules,  regulations,  policies, 
compensation,  benefits,  standards  and  procedures,  as  well  as  intradepartmental  human  resources 
policies  and  procedures. 

3.  Meets  with  individuals,  groups  of  employees,  employee  representatives,  supervisory  personnel  and 
others  with  respect  to  complaints,  disciplinary  actions,  employee  grievances,  staff  assignments, 
transfers,  training  and  other  personnel  matters;  conducts  disciplinary  appeal  hearings;  represents  the 
department  at  dismissal  and  arbitration  hearings;  conducts  investigations  when  necessary  and 
receives  and  provides  a  variety  of  information  relative  to  personnel  transactions;  makes 
recommendations  to  management. 

4.  Coordinates  labor  relations  activities  of  the  department;  conducts  or  participates  in  labor 
negotiations  and  meet  and  confer  sessions  with  labor  organizations;  supervises  the  drafting  of 
memoranda  of  understanding. 

5.  Coordinates,  develops,  implements  and  enforces  affirmative  action  and  Equal  Employment 
Opportunity  policies,  procedures  and  practices. 

6.  Directs  and  participates  in  organizational  and  classification  studies  of  the  department;  consults  with 
departmental  personnel  on  important  organizational  changes  and  screens  requests  for  classification 
actions. 


1272  Senior  Departmental 
Personnel  Officer 

7.  Represents  the  department  before  the  Civil  Service  Commission,  other  City  and  County  agencies, 
and  agencies  of  the  Federal  and  State  government  on  a  variety  of  personnel  and  employment 
matters. 

8.  Directs  the  preparation  of  personnel  documents  and  reports,  and  the  maintenance  of  personnel 
records;  may  administratively  direct  the  operation  of  a  computerized  human  resources  management 
system  and  the  monitoring  and  definition  of  requirements  to  maintain  its  effectiveness. 

9.  Participates  in  departmental  conferences  related  to  effective  human  resources  services,  budgetary 
planning  and  overall  activities  of  the  departmental  human  resources  program;  regularly  reviews 
departmental  human  resources  policies  and  procedures  and  recommends  improvements. 

10.  May  develop  and  implement  comprehensive  orientation  and  training  programs  for  professional, 
technical  and  clerical  personnel;  coordinates  a  program  of  employee  performance  evaluation;  may 
administer  the  activities  of  a  decentralized  Civil  Service  Examination  Unit. 

11.  Performs  related  duties  and  responsibilities  as  required. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  the  principles  and  methods  used  in  modern  human  resources  administration,  particularly 
those  applicable  to  public  agencies;  principles  of  organization  and  management;  principles  of  human 
relations;  in-service  training  techniques  including  supervisory  training;  application  of  computer  science 
to  human  resources  administration;  various  federal,  state  and  local  provisions  applicable  to  the  human 
resources  program  of  a  large  department. 

Ability  and  skill  to:  develop  and  maintain  effective  working  relationships  with  management, 
supervisory  personnel,  employees  and  their  representatives,  Department  of  Human  Resources  and  Civil 
Service  Commission  staff;  develop  and  administer  a  comprehensive  human  resources  program  for  a 
large,  diversified  public  agency;  exercise  tact,  skill  and  diplomacy  when  engaging  in  negotiations  with 
employee  organizations,  department  officials,  employees  and  their  representatives;  plan  and  administer 
a  variety  of  training  programs;  make  sound  analyses  and  evaluations  as  a  basis  for  recommendations  on 
personnel  problems  and  activities;  formulate  and  express  ideas  concisely,  clearly  and  effectively,  both 
orally  and  in  writing;  plan,  supervise  and  review  the  work  of  subordinates. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Possession  of  a  baccalaureate  degree  from  an  accredited  university  or  college  with  major  coursework  in 
human  resources,  business  or  public  administration,  industrial  psychologyor  a  related  field.  Additional 
qualifying  experience,  as  defined  below,  may  be  substituted  for  the  required  education  to  the  maximum 
of  one  year  (30  semester  units/45  quarter  units  equal  one  year);     AND 

Six  years  of  verified  professional  human  resource  experience,  including  two  years  in  a  large  human 
resource  department  performing  duties  which  included  significant  assignments  in  the  areas  of  labor 
relations,  negotiations,  grievances,  employee  discipline,  personnel  and  payroll  records,  human  resources 
policy  and  procedure  interpretation  and  administration.  These  duties  must  be  equivalent  to  those 
performed  by  a  1270  Departmental  Personnel  Officer  in  the  City  and  County  of  San  Francisco. 

EFFECTIVE  DATE:   1/12/61 

AMENDED  DATE:      8/13/99 

REASON  FOR  AMENDMENT:  to  accurately  reflect  the  current  tasks,  knowledges,  skills  and 
abilities  defined  in  the  most  recent  job  analysis  conducted  for  this  job  code. 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR  OF  PERSONNEL  AND  CODE:   1273 

STAFF  DEVELOPMENT 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  administrative  direction,  plans  and  administers  a  comprehensive 
program  of  personnel  administration  and  staff  development  for  a  large  department; 
coordinates  through  subordinates  a  variety  of  personnel  transactions ;  reviews  and 
recommends  improvements  in  personnel  policies  and  procedures;  plans,  directs  and 
participates  in  training  activities;  and  performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Positions  in  this  class  perform  high  level  professional  personnel  duties  for 
a  large  city  department.   This  class  is  distinguished  from  other  departmental  personnel 
officer  classes  by  the  additional  responsibility  for  directing  employee  development, 
evaluation  and  in-service  training  programs.   Duties  may  include  the  application  of 
computerized  management  techniques  to  personnel  activities.   In  addition  to  these 
responsibilities,  the  incumbent  also  administers  the  full  range  of  personnel 
transactions  necessary  to  the  operation  of  a  large  department. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  and  advises  department  management,  supervisory  personnel, 
employees  and  their  representatives,  employee  organizations  and  union  represent- 
atives on  interpretation  and  application  of  Civil  Service  provisions  of  the  City 
Charter,  related  ordinances,  rules,  regulations,  policies,  standards  and  procedures, 
as  well  as  intradepartmental  personnel  policies  and  procedures. 

2.  Meets  with  individuals,  groups  of  employees,  employee  representatives 
supervisory  personnel  and  others  with  respect  to  complaints,  disciplinary  actions, 
employee  grievances,  staff  assignments,  transfers,  training  and  other  personnel 
matters;  conducts  investigations  when  necessary  and  receives  and  provides  a  variety 
of  information  relative  to  personnel  transactions;  makes  recommendations  to  manage- 
ment. 

3.  Develops  and  implements  comprehensive  orientation  and  training  programs 
for  professional,  technical  and  clerical  personnel;  may  maintain  an  off-the-job 
program  of  supervisory  development  training;  coordinates  a  program  of  employee 
performance  evaluation. 

4.  Directs  and  participates  in  organizational  and  classification  studies  of 
the  department;  consults  with  departmental  personnel  on  important  organizational 
changes  and  screens  requests  for  classification  actions. 

5.  Represents  the  department  before  the  Civil  Service  Commission,  other  City 
and  County  agencies,  and  agencies  of  the  Federal  and  State  goverment  on  a  variety  of 
personnel  and  employment  matters. 

6.  Directs  the  preparation  of  personnel  documents  and  reports,  and  the 
maintenance  of _ personnel  records;  may  administratively  direct  the  operation  of  a 
computerized  personnel  management  system  and  the  monitoring  and  definition  of 
requirements  to  maintain  its  effectiveness. 

7.  Orients  oral  boards  at  Civil  Service  oral  examinations  for  classifications 
used  in  the  Department  regarding  functions  and  special  or  unusual  needs,  and 
participates  in  oral  examinations  as  board  member  in  entrance  examinations. 

8.  Participates  in  departmental  conferences  related  to  effective  personnel 
services,  budgetary  planning  and  overall  activities  of  the  departmental  personnel 
program;  regularly  reviews  personnel  policies  and  procedures  and  recommends  improve- 
ments. 


CLASS  TITLE:   DIRECTOR  OE  PERSONNEL  AND  STAFF  DEVELOPMENT  CODE:   1273 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college  or 
university,  with  a  baccalaureate  degree,  with  major  course  work  in  personnel, 
public  or  business  administration,  or  a  related  field. 

Requires  at  least  7  years  of  progressively  responsible  professional  personnel 
experience,  preferably  including  experience  in  a  position  involving  responsibility 
for  the  planning  and  administration  of  a  formalized  in-service  training  program; 
experience  in  the  application  of  computer  science  to  personnel  administration  is 
desireable  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  thorough  knowledge  of  the  principles 
and  methods  used  in  modern  personnel  administration,  particularly  those  applicable 
to  public  agencies;  in-service  training  techniques  including  Supervisory  training; 
application  of  computer  science  to  personnel  administration;  various  federal,  state 
and  local  legal  provisions  applicable  to  the  personnel  program  of  a  large  department. 

Requires  considerable  ability  and  skill  to  develop  and  maintain  effective 
working  relationships  with  management,  supervisory  personnel,  employees  and  their 
representatives,  and  civil  service  personnel;  develop  and  administer  a  comprehensive 
personnel  program  for  a  large,  diversified  public  agency;  exercise  tact,  skill  and 
diplomacy  when  engagning  in  negotiations  with  employee  organizations,  department 
officials,  employees  and  their  representatives;  plan  and  administer  a  variety  of 
training  programs;  make  sound  analyses  and  evaluations  as  a  basis  for  recommendations 
on  personnel  problems  and  activities;  formulate  and  express  ideas  concisely,  clearly 
and  effectively;  plan,  supervise  and  review  the  work  of  subordinates.  I 

AMENDED:   3-20-78 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE?   DIRECTOR,  BUREAU  OF  PERSONNEL  AND  SAFETY         CODE:   1274 
CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approvals,  administers  a  modern  per= 
sonnel  and  safety  program  for  all  departments  under  the  jurisdiction  of 
the  public  utilities  commissions,  represents  management  at  meetings,  con- 
ferences and  hearings;  and  performs  related  duties  as  required o 

Requires  major  responsibility  for:  developing,  coordinating,  orig- 
inating and  executing  policy,  methods  and  procedures  governing  the  per- 
sonnel, safety  and  training  activities  and  functions  of  the  public 
utilities  commissions  preventing  considerable  losses  through  the  installa- 
tion of  safe  operating  methods  for  trsnsit  equipment  and  the  elimination 
of  unsafe  operating  conditions?  continuing  personal  contacts  with  employees, 
representatives  of  organizations  and  groups  involving  discussion,  explana- 
tion and  interpretation  of  policies,  rules  and  regulations  governing  the 
safe  operation  of  transit  equipments,  reviewing  reports  of  technical  and 
operational  problems  concerning  the  safe  operation  of  transit  equipment 
and  formulating  conclusions  upon  which  administrative  decisions  can  be 
based o 

EXAMPLES  OF  DUTIES: 

lo  Directs  technical  assistants  and  others  in  conducting  and  main- 
taining a  modern  personnel  and  industrial  safety  program  for  all  depart- 
ments of  the  public  utilities  commission  including  airport,  hetch  hetchy 
operations,  municipal  transit  system  and  the  water  department;  also  an 
operational  safety  training  program  for  municipal  transit  equipment 
personnels 

2o  Exercises  responsibility  through  subordinates,  for  the  assignment 
and  reassignment  of  personnel,  work  performance  and  completion;  coordinates 
the  personnel  activities  between  all  operating  units,  the  manager  of 
utilities  and  the  civil  service  commission;  directs  and  is  responsible 
for  the  training  of  new  employees o 

3o  Recommends  and  institutes  safer  methods  of  transit  equipment 
operation;  analyzes  and  institutes  accident  reporting  methods;  formulates 
and  proposes  revision  of  safety  rules;  suggests  equipment  changes  and 
modifications  necessary  to  reduce  hazards;  supervises  maintenance  of 
accident  records  as  a  means  of  determining  the  results  of  the  accident 
prevention  program;  institutes  and  encourages  safety  activities  and  pro- 
grams in  all  departments  of  the  public  utilities  commissiono 

4o  Requests  follow  up  instructions  on  railway  transit  system 
personnel  involved  in  operating  rule  violations;  reviews  records  and 
reports?  interviews  and  counsels  employees,  and  recommends  corrective 
action  when  indicatedo 

5<>  Approves  and/or  recommends  and  signs  all  civil  service  communi- 
cations and  forms  relating  to  personnel  matters  for  all  departments  of 
the  public  utilities  commission  including  transfers,  requisitions  for 
employment,  classification  studies,  sick  and  other  leave  forms,,  temporary 
and  probationary  terminations  and  other  in-service  personnel  activitieso 


CLASS  TITLE.-  DIRECTOR  OF  PERSONNEL  AND  SAFETY  CODE?  1274 

(continued) 

60  Attends  weekly  railway  staff  meetings  and  interdepartmental 
meetings  with  representatives  of  other  city  departments  on  matters  per- 
taining to  operations  and  safety?  regularly  attends  other  safety  and 
transit  operation  meetingSo 

MINIMUM  QUALIFICATIONS i 

Training  and  Experience?  Requires  completion  of  a  four  year  college 
or  university;,  with  a  baccalaureate  degree,  with  major  course  wjrk  in 
public  or  personnel  administrations  business  administration,  safety 
engineering  or  a  related  fieldo 

Requires  at  least  nine  years  of  progressively  responsible  professional 
experience  in  a  governmental  agency  or  private  industry  in  personnel 
training  or  safety  activities §  or  an  equivalent  combination  of  training 
and  experience.) 

Knowledge9  Abilities  and  Skills;  Requires  a  thorough  knowledge  of: 
the  principles,  techniques,  terminology  and  procedures  of  a  modern 
safety  program,,,  particularly  as  applied  to  public  service  activities; 
the  principles  of  public  and  personnel  administration,  organization  and 
management;:  provisions  of  the  city  charter  and  ordinances  pertaining  to 
personnel  activities ,  rules,  policies  and  procedures  of  the  civil  service 
commission?  considerable  knowledge  of  the  principles  of  human  relations. 

Requires  considerable  ability  and  skill  to:  develop  and  maintain 
effective  relationships  with  management,  and  supervisory  personnel?  develop 
and  administer  a  well  rounded  and  complete  personnel  and  safety  training 
program;  meet  and  deal  tactfully,  courteously  and  effectively  with  super- 
visory personnel v  department  employees  and  their  representatives,  other 
department  personnel,  representatives  of  outside  agencies  and  groups; 
make  sound  analyses  and  evaluations/  formulate  recommendations  on  the 
basis  of  facts  to  aid  in  making  important  management  decisiors,  prepare 
clear,  concise  and  accurate  reports  and  recommendations. 

Requires  considerable  skill  in  interviewing  and  counseling  techniques. 

PROMOTIVE  LINES: 

No  normal  lines  of  promotion;  position  exempt  from  examinationo 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
CLASS  TITLE:   DEPARTMENTAL  PERSONNEL  DIRECTOR  CODE:  1276 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  administers  a  departmental  personnel 
program  for  a  large  City  department;  directs  the  activities  of  a  decentra- 
lized civil  service  personnel  unit  in  the  maintenance  of  merit  system  standards; 
directs  and  coordinates  labor  relations  activities,  employee  development, 
evaluation  and  in-service  training  programs;  manages  the  recruitment  and 
examination  program  with  specific  reference  to  those  classifications  related 
to  department  occupations;  directs  and  supervises  a  test  validation  unit; 
and  performs  related  duties  as  required. 

Requires  considerable  responsibility  for  developing,  coordinating 
and  executing  intra-departmental  policy,  methods  and  procedures  related  to 
the  department's  personnel  program;  participating  in  effecting  personnel 
services  involving  budgetary  planning;  making  continual  responsible  public 
contacts  involving  difficult  negotiations  with  department  management,  super- 
visory personnel,  employees  and  their  representatives,  legislative  bodies  and 
representatives  of  other  departments  and  agencies  requiring  interpretation 
of  personnel  policies  and  procedures;  preparing,  checking,  reviewing  and 
maintaining  important  and  complex  personnel,  technical  and  related  records 
and  reports. 

EXAMPLES  OF  DUTIES: 

1.  Directs,  through  subordinates,  the  recruitment  of  personnel  for 
department  classifications;  plans  and  organizes  an  aggressive  program  of 
recruitment  designed  to  meet  the  needs  of  the  department;  directs  the  conduct 
of  an  examination  program  for  such  classifications;  plans  and  implements  a 
system  of  certification  of  civil  service  eligibles  to  departmental  positions; 
consults  and  cooperates  with  the  Civil  Service  staff  in  such  matters. 

2.  Directs  and  reviews  the  conduct  of  position  classification  studies 
and  makes  recommendations  in  this  regard  to  the  Civil  Service  staff;  directs 
and  participates  in  organizational  and  classification  studies  of  the  depart- 
ment; consults  with  departmental  personnel  on  important  organizational  changes 
and  screens  requests  for  classification  actions. 

3.  Establishes  department-wide  policies  and  procedures  for  the  handling 
of  employee  grievances  and  disciplinary  hearings;  may  participate  in  the  most 
difficult  and  complex  grievances  and  disciplinary  matters. 

4.  Acts  as  consultant  to  management  with  respect  to  a  variety  of  personnel 
matters  including  budgeting,  assignment  of  personnel,  interpretation  of  policy, 
charter  provisions  and  Civil  Service  Commission  Rules;  conducts  negotiations 
with  employee  organizations  on  matters  related  to  department  personnel  policy. 

5.  Represents  the  department  before  the  Civil  Service  Commission  or  the 
Board  of  Supervisors  and  its  committees  on  matters  related  to  the  decentralized 
personnel  program  of  the  department. 

6.  Plans,  organizes  and  directs  the  in-service  training  programs  and 
employee  evaluation  systems  for  the  department;  coordinates  such  intra- 
departmental  programs;  evaluates  results  and  makes  revisions  as  required. 


CLASS  TITLE:   DEPARTMENTAL  PERSONNEL  DIRECTOR  CODE:   1276 

EXAMPLES  OF  DUTIES:   (continued) 

7.  Plans,  organizes,  directs  and  supervises  the  program  of  a  test 
validation  unit  engaged  in  item  analysis,  task  analysis,  adverse  impact 
and  the  investigations  and  follow-up  necessary  to  establish  the  validity 
of  examinations  and  various  testing  devices. 

8.  Directs  the  preparation  and  maintenance  of  a  variety  of  personnel 
records  and  reports  relating  to  certification  of  eligibles,  examinations, 
payrolls,  departmental  organizational  records  and  individual  employee 
personnel  files. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college 
or  university  with  a  baccalaureate  degree,  with  major  course  work  in  personnel, 
public  or  business  administration,  or  a  closely  related  field. 

Requires  at  least  9  years  of  progressively  responsible  professional 
personnel  experience  including  wage  and  salary  administration,  position 
classification,  employee  evaluation,  training  and  recruitment  and  test 
validation,  at  least  2  years  of  which  shall  have  been  at  the  administrative 
level  in  a  large  personnel  department  or  as  a  personnel  officer  for  a  public 
agency  of  considerable  size. 

Knowledge,  Abilities  and  Skills:   Requires  a  thorough  knowledge  of  the 
principles  and  techniques  of  public  administration,  particularly  as  applied 
to  personnel  management;  the  principles  of  organization,  municipal  budgeting, 
recruiting  and  testing,  test  validation,  position  classification;  various 
federal,  state  and  local  legal  provisions  applicable  to  the  personnel  program 
of  a  large  department,  as  well  as  city-wide  personnel  policies  and  procedures. 

Requires  considerable  ability  to  develop  and  maintain  effective  working 
relationships  with  civil  service  personnel,  supervisory  personnel  and  employees 
and  their  representatives;  exercise  tact,  skill  and  diplomacy  when  engaging 
in  difficult  negotiations  with  employee  organizations,  department  officials, 
employees  and  outside  agencies;  plan,  develop  and  implement  a  complete 
personnel  program  for  a  large,  diversified  public  agency;  write  and  speak 
effectively. 

ADOPTED:   August  20,  1973 

AMENDED:   July  16,  1979 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   ASSISTANT  DIVISION  MANAGER,  SALARY  STANDARDIZATION         CODE:   1277 
AND  EMPLOYEE  RELATIONS 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  in  the  Classification  and  Salary  Standardization  Division, 
acts  as  a  chief  assistant  to  the  Division  Manager,  Personnel  in  the  supervision  of 
salary  standardization  and  employee  relations;  plans,  assigns  and  coordinates  the  work 
of  the  Salary  Standardization  and  Employee  Relations  sections;  represents  and  acts 
for  the  Division  Manager,  Personnel  on  pertinent  matters  in  the  latter 's  absence;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

This  classification  differs  from  those  of  other  chief  assistants  to  Division  Managers 
in  terms  of  the  specificity  of  assignment,  which  is  primarily  concerned  with  salary 
standardization  for  city  employees  and  employee  relations  activities.   The  classification 
differs  from  other  subordinate  professional  classifications  engaged  in  such  work  in  that 
the  incumbent  is  in  responsible  charge  subject  only  to  the  review  and  approval  of  the 
Division  Manager,  Personnel  and  the  General  Manager,  Personnel. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  supervises  the  work  of  the  employees  in  the  Salary 
Standardization  section  of  the  Classification  and  Pay  Division  in  the  Civil  Service 
Department;  is  in  responsible  charge  of  the  conduct  of  salary  surveys  for  miscellaneous 
employees,  uniform  police  and  fire  personnel  and  platform  employees  of  the  Municipal 
Railway  in  accordance  with  pertinent  Charter  provisions;  arranges  and  supervises  the 
arrangement  of  field  trips  and  mail  questionnaires  to  obtain  current  salary  data. 

2.  Supervises  the  assembly  and  compilation  of  public  and  private  salary  data  and 
working  conditions  for  its  presentation  to  the  Board  of  Supervisors  in  the  form  of 
Salary  Standardization  Ordinances  to  cover  miscellaneous  employees,  police  and  fire 
personnel  and  platform  employees  of  the  Municipal  Railway;  supervises  and  recommends 
amendments  to  the  Annual  Salary  Ordinance  and  the  Salary  Standardization  Ordinance  to 
the  Board  of  Supervisors;  supervises  and  prepares  reports  on  the  interpretation  and 
implementation  of  the  various  administrative  provisions  of  said  ordinances. 

3.  Plans,  directs  and  supervises  the  work  of  the  employees  in  the  Employee  Relations 
section;  supervises  the  review  of  all  memoranda  of  understanding  (MOU)  to  determine  that 
their  provisions  do  not  conflict  with  provisions  under  Civil  Service  Commission  authority 
or  other  charter  and  ordinance  provisions;  supervises  the  conduct  of  employee  elections 

to  determine  Recognized  Employee  Organizations  for  designated  units;  supervises  the 
investigation  of  unfair  labor  practice  charges,  determines  their  validity  and  refers  them 
to  an  Administrative  Law  Judge  for  hearing  when  such  action  is  appropriate. 

*f.   Represents  the  City  and  County  of  San  Francisco  as  a  member  agency  on  the  Bay 
Area  Salary  Survey  Committee  (BASSC)  in  the  collection  of  salary  data  from  private  industry 
pursuant  to  Charter  provisions;  attends  BASSC  meetings  and  serves  on  various  BASSC 
subcommittees;  attends  meetings  of  other  organizations  whose  main  concerns  are  salary 
administration  and  employee  relations  activities. 


CLASS  TITLE:   ASSISTANT  DIVISION  MANAGER,  SALARY  STANDARDIZATION         CODE:   1277 
AND  EMPLOYEE  RELATIONS 

EXAMPLES  OF  DUTIES:   (Continued) 

5.  Attends  Civil  Service  Commission  meetings  and  provides  expert  testimony; 
represents  the  Division  Manager,  Personnel  and  the  Civil  Service  Department  at  hearings 
before  the  Board  of  Supervisors  and  committees  thereof;  meets  and  confers  with  employees, 
employee  representatives  and  departmental ,  supervisorial  and  management  personnel  on 
matters  concerning  salary  standardization,  employee  relations,  the  interpretation  and 
administration  of  the  Administrative  Provisions  of  the  Salary  and  Salary  Standardization 
Ordinances,  relevant  charter  sections  and  personnel  policies  and  rulings  of  the  Civil 
Service  Commission. 

6.  Confers  with  the  Division  Manager,  Personnel  and  the  General  Manager,  Personnel 
for  the  purpose  of  recommending  new  procedures  or  the  improvement  in  current  procedures 
to  efficiently  and  effectively  conduct  the  section's  day-to-day  business;  trains  and 
supervises  the  training  of  new  employees  and  makes  recommendations  regarding  their 
performance,  discipline,  assignment,  and  other  internal  personnel  transactions. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:   Requires  completion  of  a  four-year  college  or  university 
with  a  baccalaureate  degree  with  major  course  work  in  public  administration,  business 
administration,  economics,  labor  relations,  industrial  relations  or  a  closely  related 
field. 

Requires  at  least  seven  years  of  progressively  responsible  professional  experience 
in  the  various  phases  of  personnel  administration,  at  least  four  years  of  which  shall 
have  been  in  responsible  charge  of  work  involving  wage  and  salary  activities,  classifica- 
tion, employee  relations  or  meet  and  confer  activities;  or  an  equivalent  combination  of 
training  and  experience. 

Knowledge,  Abilities  and  Skills:   Requires  considerable  knowledge  and  skill  in 
formulating,  recommending  and  implementing  modern  salary  standardization  and  employee 
relations  techniques  and  practices;  requires  a  good  knowledge  of  the  practices  and 
techniques  of  employee  organizations;  the  provisions  of  the  Charter,  salary  and  Salary 
Standardization  Ordinances,  the  Administrative  Code  and  the  applicable  Annual  Appro- 
priation Ordinance  sections;  legal  decisions  as  they  pertain  to  the  field  of  concern. 

Requires  strong  ability  in  dispute  resolutions,  meeting  and  conferring  with  a  wide 
variety  of  levels  of  personnel;  ability  to  supervise  the  work  of  professional  personnel 
employees,  to  write  and  speak  clearly,  concisely  and  convincingly,  and  to  deal  effectively, 
courteously  and  diplomatically  with  all  levels  of  public  employees  and  elected  officials. 


NEW  CLASS 
ADOPTED:   11-7-77 


€ 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  CODE  TITLE:  DEPUTY  DIRECTOR,  HUMAN  RESOURCES  JOB  CODE:   1278 

Business  Unit:  COMMN 

DEFINITION: 

Subject  to  administrative  approval,  the  1278  Deputy  Director,  Human  Resources  exercises  over- 
all responsibility  for  functional  area(s)  within  human  resources  administration  including  but  not 
limited  to  classification,  compensation,  recruitment  and  examination  and  referral  of  eligibles  to 
departments;  in-service  programs  including  employee  and  management  development,  financial 
services,  facilities  maintenance,  qualifying  professional  services  contracts  for  policy 
determination;  employee  benefits  and  an  indemnity  health  plan  design  and  administration;  and 
workers'  compensation  prevention  and  claims  administration;  serves  as  an  expert  consultant  and 
advisor  to  departmental  managers,  supervisors,  employees,  and  the  public  with  the  ability  to 
independently  solve  difficult  and  complex  human  resources  problems  and/or  issues;  and 
performs  related  duties  as  required. 

DISTINGUISHING  FEATURES: 

Incumbents  in  Class  1278  Deputy  Director,  Human  Resources  report  directly  to  the  1293  Human 
Resources  Director.  It  is  distinguished  from  1248  Assistant  Director,  Human  Resources  by  its 
overall  accountability  and  responsibility  for  a  major  human  resources  functional  area(s) 
impacting  the  City  and  County  as  a  whole;  and  its  greater  independence  of  action  and 
consequence  of  error  in  formulating  and  implementing  recommendations  and  decisions. 

SUPERVISION  EXERCISED: 

Class  1278  supervises  subordinate  management,  supervisory,  and  administrative  staff. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES: 

Incumbents  in  this  position  are  exempt  from  the  civil  service  system,  in  accordance  with  Charter 
Section  10.104.6.  The  specific  essential  job  functions  will  vary  depending  on  the  assignment  but 
includes  the  following  core  activities: 

1 .  Develops  strategic  short  term  and  long  range  planning  activities  to  flexibly  achieve 
established  and/or  evolving  priorities  and  outcomes;  coordinates  the  delivery  of  human 
resources  activities  designed  to  meet  customer  needs  with  other  units/divisions  and/or 
Departments;  provides  expert  input  into  the  development  of  labor  contracts  to  ensure 
smooth  implementation. 

2.  Supervises  subordinate  staff  and  develops  practices  and  programs  designed  to  ensure  a 
continuous  learning  environment;  strives  for  excellence  by  measuring  the  effectiveness  of 
the  overall  program  against  industry  best  practices. 

DOCUMENTS  DEPT 
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JOB  CODE  TITLE:  DEPUTY  DDIECTOR,  HUMAN  RESOURCES  JOB  CODE:  1278 

Business  Unit:  COMMN 


3.  Develops  the  division  budget,  including  all  required  supporting  documentation  and 
persuasive  arguments;  recommends  reallocation  of  division  funds  within  proscribed 
guidelines;  monitors  expenditures  to  ensure  adherence  to  the  final  budget;  manages 
contractual  services  activities,  including  issuance  and  review  of  proposals,  selection,  final 
contract  preparation,  and  monitoring  contractor  performance. 

4.  Initiates  or  reviews  and  recommends  the  streamlining  or  updating  of  policies,  procedures, 
and  practices;  understands  and  uses  technology  to  continuously  improve  the  division's 
services. 

5.  Prepares  effective  written  communications  and  oral  presentations  designed  to  educate, 
explain,  and/or  persuade;  represents  the  department  before  boards,  commissions,  and 
outside  agencies. 


JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  Extensive  knowledge  of  the  principles  and  techniques  of  public 
administration  and  management,  particularly  as  it  is  applied  to  the  assigned  functional  area;  the 
principles  of  organization,  municipal  budgeting,  human  resources  administration,  applicable 
federal,  state,  and  local  legislation  and  court  decisions  impacting  the  division's  operations. 

Abilities  to:  Direct  the  activities  of  an  important  municipal  function;  exercise  sound 
judgments  and  make  independent  analyses  and  recommendations  on  difficult  and  sensitive 
issues;  conduct  high-level  meetings  with  city  and  county  managers,  officials,  and  union 
representatives;  initiate  and  recommend  policies;  speak  effectively  and  convincingly;  write 
clearly  and  concisely;  deal  effectively  and  diplomatically  with  internal  and  external  customers. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

As  the  minimum  qualifications  for  exempt  classifications  is  at  the  discretion  of  the  appointing 
authority  the  following  is  advisory: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills,  and  abilities  would  be  qualifying    A  typical  way  to  obtain  the  knowledge, 
skills,  and  abilities  would  be: 

Experience:  Six  years  of  relevant  experience. 

Training:  Equivalent  to  the  completion  of  a  baccalaureate  degree  from  an  accredited  college 
or  university. 

Effective:   12/22/00 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   EMPLOYEE  RELATIONS  REPRESENTATIVE  CODE:   1280 

CHARACTERISTICS  OF  THE  CLASS: 

Under  direction,  to  provide  the  Director,  Employee  Relations  Division,  with 
staff  assistance  pertaining  to  employer-employee  relations  activities;  performs 
research,  analysis,  studies  and  participates  in  labor  negotiations;  assists  in 
the  resolution  of  disputes;  assists  in  the  preparation  of  the  memorandum  of  under- 
standing; and  to  provide  advice,  interpretation,  and  orientation  of  employee  re- 
lation policies  and  procedures  to  departmental  personnel;  and  to  perform  re- 
lated duties  as  necessary. 

DISTINGUISHING  FEATURES 

Positions  in  this  classification  provide  staff  assistance  to  management  per- 
sonnel as  it  pertains  to  employer -employee  relations  activities.   It  is  distin- 
guished from  the  Principal  Employee  Relations  Representative  in  that  the  latter 
class  while  serving  under  the  direction  of  the  Director,  Employee  Relations  Divi- 
sion, is  the  principal  assistant  with  major  responsibility  for  supervising  and 
directing  the  activities  of  the  staff  of  the  Employee  Relations  Division,  which 
may  on  occasion  be  supplemented  by  management  staff  of  various  city  departments. 

EXAMPLES  OF  DUTIES: 

1.  Consults  with  and  provides  assistance  to  the  Director,  Employee  Re- 
lations Division,  departmental  management,  supervisors  and  representatives  of 
employee  organizations  on  the  interpretation  of  employer-employee  policies. 

2.  Participates  in  negotiations  with  recognized  employee  organizations 
under  the  guidance  of  the  Director,  Employee  Relations  Division  and  develops 
detailed,  technical  staff  work  in  support  of  negotiations. 

3.  Acts  as  management  representative  in  initial  contact  with  union  repre- 
sentatives and/or  departments  on  disputes  related  to  the  interpretation  of  agree- 
ments, policies  and  procedures;  may  assist  in  other  dispute  resolutions. 

4.  Provides  research  and  analysis  of  facts  pertaining  to  potential  or 
stated  employee  organization  demands;  formulates  understanding  of  issues  presented 
by  all  parties  involved;  attends  and  participates  in  executive  sessions  with  the 
Board  of  Supervisors  regarding  negotiations. 

5.  Consults  with  and  provides  advice  to  departmental  management  and  super- 
visors on  matters  pertaining  to  employer -employee  relations  and  memorandum  of 
understanding;  may  be  required  to  provide  training  to  management  personnel  re- 
garding the  impact  of  meet  and  confer  sessions  and/or  memorandum  of  understand- 
ing. 

6.  Assists  in  the  preparation  of  memorandums  of  understanding;  analyzes  data, 
prepares  reports,  chares  and  other  information  pertaining  to  effective  presenta- 
tion of  data;  prepares  other  correspondence  and  memoranda  as  required;  makes 
presentations  as  necessary. 

7.  Keeps  abreast  of  labor  relations  actions  and  trends  in  the  public  and 
private  sector;  performs  related  duties  as  required. 


CLASS  TITLE:   EMPLOYEE  RELATIONS  REPRESENTATIVE  CODE:   1280 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Possession  of  a  Bachelor's  degree  from  a  recognized 
college  or  university  with  major  work  in  public  or  business  administration,  in- 
dustrial relations  or  closely  related  field  and  five  years  of  increasingly  respon- 
sible experience  in  personnel  administration,  labor  relations  or  closely  related 
field  involving  the  resolution  of  labor  disputes  or  dealing  with  or  on  behalf 
of  organized  employee  groups  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Knowledge  of  the  principles  and  practices 
of  employee  relations  and  public  administration  and  management;  the  practices  and 
techniques  of  employee  organizations  as  they  pertain  to  local  municipal  opera- 
tions; the  statistical  and  reporting  methods  used  in  administrative  and  management 
analysis;  local,  state  and  federal  laws  and  ordinances  relating  to  employer -employee 
relations;  techniques  of  dispute  resolution. 

Ability  to  perform  research,  analysis  and  evaluation  of  facts  and  conflict- 
ing evidence,  and  to  reach  and  present  logical,  sound  conclusions;  resolve  disputes 
of  varying  nature;  coordinate  and  conduct  meetings  and  discussions  with  groups 
having  diverse  interests  with  a  minimum  of  direction;  prepare  clear,  concise  and 
comprehensive  correspondence  and  reports;  establish  and  maintain  cooperative  work- 
ing relationships  with  a  wide  variety  of  organizations  and  indivisuals. 


NEW  CLASS 
ADOPTED:   9/20 fr6 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   PRINCIPAL  EMPLOYEE  RELATIONS  REPRESENTATIVE        CODE:   1281 

CHARACTERISTICS  OF  THE  CLASS: 

Under  general  direction,  as  the  principal  assistant  to  the  Director, 
Employee  Relations  Division,  plans  supervises  and  coordinates  the  activities  of  the 
Employee  Relations  Division;  represents  the  Employee  Relations  Division  in  the  absence 
of  the  Director;  assists  in  the  administration  of  the  employee  relations  program; 
assists  in  planning  and  directing  management's  positions  and  policies  for  inclusion 
in  memoranda  of  understanding;  processes  disputes  and  provides  technical  expertise  to 
operating  department  personnel  on  technical  employee  relations  matters. 

DISTINGUISHING  FEATURES: 

This  one  position  class  is  the  principal  assistant  to  the  Director,  Employee 
Relations  Division  -with  major  responsibility  for  supervising  and  directing  the 
Employee  Relations  Division  staff;  serves  as  a  management  representative  in  the  more 
complex  and  difficult  meet  and  confer  sessions. 

EXAMPLES  OF  DUTIES: 

1.  Plans,  directs  and  reviews  the  work  of  assigned  employee  relations 
representatives . 

2.  Consults  with  and  assists  the  Director,  Employee  Relations  Division,  in 
the  development,  revision  and  implementation  of  employee  relations  policies,  pro- 
grams and  procedures  within  the  scope  of  the  employee  relations  ordinance;  makes 
studies,  analyzes  findings  of  staff  and  recommends  policy  or  procedural  direction 
in  employee-employer  activities. 

3.  Acts  in  the  absence  of  the  Director,  Employee  Relations  Division;  may 
represent  the  employee  relations  division  in  meetings  with  the  Board  of  Supervisors 
professional  associations,  employee  representatives  and  departmental*  management  and 
supervisorial  personnel;  participates  in  executive  sessions  with  the  Board  of 
Supervisors  on  matters  related  to  the  Employer-Employee  Relations  Ordinance. 

4.  Supervises  daily  activities  of  the  Employee  Relations  Division  office; 
directs  the  establishment  and  maintenance  of  employee  relations  records,  files 
and  other  supportive  documents  to  insure  the  proper  and  efficient  resolution  of 
proposals,  findings,  disposition  of  disputes  and  timely  notifications  of  all  con- 
cerned parties. 

5.  Provides  expertise  to  operating  departments  on  technical  employee 
relations  matters,  in  this  connection  assists  in  the  coordination  of  consultations, 
meet  and  confer  sessions,  preparation  of  memoranda  of  understanding  and  procedures 
for  the  resolution  of  grievances. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year  college  or 
university  with  a  baccalaureate  degree  with  major  course  work  in  labor  relations, 
industrial  relations,  public  or  business  administration  or  a  closely  related  field. 

Requires  at  least  five  years  in  the  technical  phases  of  labor  relations  or 
personnel  administration  in  a  capacity  affording  participation  in  the  resolution  of 
labor  disputes  with  or  on  behalf  of  organized  employee  groups;  or  an  equivalent 
combination  of  training  and  experience. 


CLASS  TITLE:   PRINCIPAL  EMPLOYEE  RELATIONS  REPRESENTATIVE         CODE:   1281 

MINIMUM  QUALIFICATIONS:  (cont'd) 

Knowledges.  Abilities  and  Skills:  Requires  professional  knowledge  and  skill 
in  formulating,  recommending  and  implementing  current  employer-employee  practices 
particularly  those  applicable  to  public  employment;  techniques  of  dispute  resolution; 
the  practices  and  techniques  of  employee  organizations  as  they  pertain  to  local 
municipal  operations;  the  provisions  of  the  Employee  Relations  Ordinance,  Administrative 
Provisions  of  both  the  Annual  Salary  Ordinance  and  the  Salary  Standardization  Ordinance; 
S.F.  Administrative  Code  and  applicable  sections  of  the  Annual  Appropriation  Ordinance  as 
they  relate  to  employee  relations  within  the  City  and  County  of  San  Francisco;  court 
decisions,  State  and  Federal  laws  relating  to  employer-employee  relations  as  they 
relate  to  the  field  of  governmental  employee  relations. 

Requires  considerable  ability  to  supervise  and  plan  work  of  other  professional 
staff  members,  research,  analyse  and  evaluate  facts  and  conflicting  evidence 
and  present  logical  sound  conclusions;  coordinate  and  conduct  meetings  and  discussions 
with  groups  having  diverse  interest  with  a  minimum  of  direction,  initiate  and 
recommend  policies,  procedures  and  bargaining  positions  within  established  overall 
policies;  speak  effectively  and  convincingly;  write  clearly  and  concisely,  in- 
cluding presenting  technical  analysis  and  agreements  with  precision;  deal  effectively 
courteously  and  diplomatically  with  elected  officials,  employees,  employee  organi- 
zation representatives,  department  heads,  professional  and  technical  personnel, 
the  news  media  and  the  general  public. 


NEW  CLASS 
ADOPTED:  9/20/76 


SAN  FRANCISCO  DEPARTMENT  OF  HUMAN  RESOURCES 

CLASS  TITLE:  PRINCIPAL  EMPLOYEE  RELATIONS  REPRESENTATIVE      CODE:  1282 
SAN  FRANCISCO  COMMUNITY  COLLEGE  DISTRICT 

Definition:  Under  general  direction,  functions  as  principal  assistant  and  advisor  to  the  Director, 
Employee  Relations,  San  Francisco  Community  College  District;  represents  the  Employee 
Relations  Division  in  the  absence  of  the  Director;  represents  the  interests  and  directives  of  the 
District,  Chancellor,  Senior  administrators,  and  the  Board  of  Trustees  with  respect  to  employer- 
employee  relations;  assists  in  the  administration  of  the  employee  relations  program  as  it  applies  to 
the  Educational  Employment  Relations  Act,  the  California  Education  Code,  and  applicable  Civil 
Service  Rules  of  the  City  and  County  of  San  Francisco;  assists  in  developing,  planning  and  directing 
management's  positions  and  policies  for  inclusion  in  collective  bargaining  agreements;  as  part  of  the 
core  management  team,  participates  in  negotiations  for  all  collective  bargaining  agreements  with 
labor  unions  and  in  meetings  and  consulting  with  unrepresented  employees;  and  perform  related 
duties  as  required. 

Distinguishing  Features:  The  Principal  Employee  Relations  Representative  is  a  management  class 
with  responsibility  for  formulation  and  implementation  of  the  District's  labor  relations  program  in 
respect  to  its  faculty,  classified  employees,  administrators  and  other  unrepresented  employees.  This 
classification  is  distinguished  from  the  Director,  Employee  Relations  in  that  the  latter  has  overall 
control  and  responsibility  of  the  labor  relations  program  under  policy  direction  of  the  Chancellor 
and  Board  of  Trustees. 

Supervision  Exercised:  Supervises  professional  personnel  staff. 

Examples  Of  Important  and  Essential  Duties: 

"The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed. "  (CSC  Rule  9) 

1 .  Consults  with  and  assists  the  Director,  Employee  Relations,  in  the  development,  revision  and 
implementation  of  the  District's  employee  relations  policies,  programs  and  procedures  within 
the  scope  of  representation  under  the  Educational  Employment  Relations  Act;  recommends 
policy  or  procedural  direction  in  District's  employee-employer  activities. 

2.  Serves  as  the  coordinator  and  member  of  District  negotiating  teams;  conducts  or  oversees  the 
conducting  of  comparability  surveys  relative  to  matters  of  wages,  hours  and  working  conditions. 

3.  Provides  expertise  to  all  facets  of  the  District  on  technical  employee  relations  matters;  assists  in 
the  coordination  of  consultations,  meet  and  negotiating  sessions;  prepares  for  and  participates  on 
behalf  of  the  District  in  impasse  procedures  such  as  mediation  and  fact-finding,  handles  and 
advises  District  management  personnel  regarding  grievances. 

4.  Plans,  directs  and  reviews  the  work  of  subordinate  employees  of  the  District  Employee 
Relations  Office. 

5.  In  the  absence  of  the  Director,  represents  the  employee  relations  office  in  meetings  with  District 
employees,  confidential  employees,  supervisors,  managers  and  confidential  employees  and  the 
Board  of  Trustees. 

6.  Selects  arbitrators;  assists  in  the  preparation  of  grievances  for  arbitrators  by  defining  issues, 
interviewing  witnesses,  and  collecting  information.  May  function  as  staff  advocate  in  complex 
hearings  or  arbitrations. 


7.  Keeps  current  on  new  trends,  developments,  court  cases  and  legislation  in  the  labor  relations 
field,  with  particular  expertise  and  emphasis  on  public  sector  labor  relations  matters  and  issues 
arising  in  the  community  college  labor  relations  environment. 

8.  Interprets  and  explains  provisions  of  District  collective  bargaining  agreements,  the  District 
Policy  Manual  and  Administrative  Regulations  and  Civil  Service  Rules;  provides  advice  and 
training  to  department  heads,  management,  and  supervisory  employees;  participates  in  the 
resolution  of  employee  relations  matters,  supervisory  problems  and  employee  grievances. 

QUALIFICATIONS: 

"The  examination  announcement  shall  provide  the  qualifications  ...  and  other  particulars  ... 
applicants  must  be  guided  solely  by  the  announcement  of  the  examination  for  which  they  apply." 
(CSC  Rule  9) 

Knowledge,  Skills  and  Abilities:    Knowledge  of:  state  and  federal  laws  relative  to  employer- 
employee  relations,  with  an  emphasis  on  the  public  sector;  current  trends  in  employer-employee 
relations  including  recent  court  decisions,  legislation  and  new  developments  and  approaches;  salary 
administration  and  modern  methods  of  setting  salary  and  other  compensation;  principles  and 
practices  of  public  personnel  management;  research  methodology,  report  writing  and  basic 
statistics;  principles  of  organization  and  management  applicable  to  the  community  college 
environment. 

Ability  to:  Understand,  interpret  and  apply  appropriate  provisions  of  applicable  laws,  ordinances, 
rules,  regulations,  collective  bargaining  agreements  and  operating  procedures;  analyze  situations, 
select  alternatives,  project  consequences  of  proposed  actions,  and  implement  recommendations  in 
support  of  District's  positions;  negotiate  mutually  satisfactory  agreements;  facilitate  dispute 
resolution;  identify  and  resolve  problems  of  a  sensitive  or  political  nature;  exercise  independent 
judgment  and  initiative;  demonstrate  oral  communication  skills  by  presenting  findings, 
recommendations  and  policies  before  college  and  other  public  officials,  the  press,  employees,  and 
employee  representatives;  communicate  effectively  in  writing,  including  preparing  administrative 
and  statistical  reports;  establish  and  maintain  cooperative  working  relationships  with  officials  and 
management,  employee  representatives,  employees,  departmental  colleagues,  subordinates  and 
members  of  the  public;  plan,  organize  and  coordinate  research  and  statistical  work;  and  supervise 
and  coordinate  resources  and  activities. 

EXPERIENCE  AND  TRAINING: 

Any  equivalent  combination  of  experience  and  training  that  would  provide  the  required  knowledge, 
skills  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the  knowledge,  skills  and  abilities 
would  be: 

TRAINING:  Equivalent  to  the  completion  of  a  baccalaureate  degree  from  an  accredited  college  or 
university  with  major  course  work  in  labor  relations,  human  resources,  personnel,  public  or  business 
administration,  or  a  closely  related  field. 

EXPERIENCE:  Five  years  of  human  resource  experience  which  must  include  two  years  of 
labor/employee  relations  and  negotiations. 

ADOPTED:  3-4-91 

AMENDED:  6-10-94 

AMENDED  &  RETITLED:    3/29/99 


SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 

CLASS  TITLE:   DIRECTOR,  EMPLOYEE  RELATIONS  DIVISION  CODE:  1283 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  directs  the  activities  and  services  of 
the  Mayor's  Employee  Relations  Division;  exercises  overall  responsibility  for 
Implementing  the  Employee  Relations  Ordinance  of  the  City  and  County;  meets 
and  confers  with  representatives  of  recognized  employee  organizations  on 
matters  within  the  jurisdiction  of  this  division  and  directs  contract 
employees  engaged  in  related  functions;  supervises  subordinate  professional, 
technical  and  secretarial  staff;  provides  staff  services  for  hearing  officers 
and/or  administrative  law  judges  on  matters  subject  to  the  appellate  process 
as  described  by  the  Employee  Relations  Ordinance;  and  performs  related  duties 
as  required. 

DISTINGUISHING  FEATURES: 

This  is  the  chief  staff  employee  1n  the  Employee  Relations  Division.  The 
key  function  of  this  position  is  conducting  meeting  and  conferring  sessions  on 
all  matters  within  the  jurisdiction  of  the  division.  The  immediate  superior 
Is  the  Deputy  Mayor  for  Government  Operations.  Additionally,  the  Director 
will  consult  with  the  Mayor,  the  Board  of  Supervisors  and  department  heads  on 
matters  of  policy  prior  to  and  during  the  meet  and  confer  process.  Effective 
job  performance  requires  the  exercise  of  discerning  judgment  in  analyzing 
complex  employee  relations  problems  and  in  formulating  recommendations  with 
far-reaching  consequences.  Frequent  high-level  contacts  are  made  with 
Important  elected  officials,  department  heads,  legislative  bodies, 
administrative  officials,  employee  organization  representatives,  the  media, 
the  general  public  and  others. 

EXAMPLES  OF  DUTIES: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not 
be  considered  a  restriction  on  the  assignment  of  duties  not  specifically 
listed."  (CSC  Rule  7) 

1.  Serves  as  the  City  and  County's  chief  management  representative  in 
both  formal  and  informal  relationships  with  representatives  of  recognized 
employee  organizations  on  matters  within  the  scope  of  the  Employee  Relations 
Ordinance. 

2.  Meets  and  confers  with  representatives  of  certified  employee 
organizations  in  order  to  reach  agreements  on  employee  relations  matters 
within  the  scope  of  the  enabling  legislation;  coordinates  activities  of 
management  representatives  in  the  meeting  and  conferring  process,  tne 
resolution  of  disputes  concerning  memoranda  of  understanding,  impasse 
procedures  such  as  mediation,  fact-finding  and  arbitration,  and  assists  in  the 
preparation  of  data  and  the  representation  of  management  in  such  impasse 
procedures;  administers,  prepares,  and  supervises  the  preparation  of,  written 
memoranda  of  understanding. 

3.  Directs,  coordinates  and  reviews  the  progress  of  meeting  and 
conferring  between  City  and  County  government  personnel  and  representatives  of 
recognized  employee  organizations  for  all  departments,  ooards,  and  commissions 
subject  to  the  provisions  of  the  Employee  Relations  Ordinance. 


CLASS  TITLE:   DIRECTOR,  EMPLOYEE  RELATIONS  DIVISION  CODE:   1283 

EXAMPLES  OF  DUTIES  (continued): 

4.  Represents  the  City  and  County  in  all  matters  under  the  jurisdiction 
of  hearing  officers  and/or  administrative  law  judges;  provides  staff  services 
for  such  officers  as  required. 

5.  Consults  with  the  Mayor,  Board  of  Supervisors,  and  the  Chief 
Administrative  Officer  and  department  heads  on  matters  of  policy  and  on  terms 
of  memoranda  of  understanding  prior  to  and  during  the  meeting  and  conferring 
process. 

6.  Provides  technical  staff  assistance  to  City  and  County  officials  to 
assure  reasonable  uniformity  in  all  aspects  of  employee  relations  policy  and 
practice;  directs  the  activities  of  contract  employees  engaged  in  negotiations 
and  related  activities;  coordinates  and  directs  the  meeting  and  conferring 
process,  preparation  of  memoranda  of  understanding  and  grievance  resolution 
procedures. 

7.  Monitors  and  evaluates  the  employee  relations  program  and  recommends 
revision  in  policies,  procedures  and  rules  to  determining  bodies  and  officials. 

8.  Develops  and  maintains  a  central  data  clearinghouse  on  matters 
concerning  recognized  employee  organizations,  including  the  status  of  on-going 
labor-management  relations  at  various  organization  levels,  agreements  reached 
and  other  items  germane  to  the  operation  of  the  employee  relations  program. 

9.  Conducts  employee  organization  registration  procedures;  designates 
management,  supervisory  and  confidential  personnel  within  the  City  and 
County's  workforce. 

DESIRABLE  QUALIFICATIONS: 

Training  and  Experience:  Completion  of  a  four-year  college  or  university 
with  a  Baccalaureate  degree,  with  major  course  work,  in  labor  relations, 
personnel,  public  or  business  administration,  or  a  closely  related  field. 

Five  years  of  management  labor  relations  or  personnel  experience  at  the 
executive  level  of  a  major  jurisdiction,  other  governmental  agency,  or  in  the 
private  sector;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:   Extensive  knowledge  of:  Governmental 
operations,  activities  and  services  with  particular  reference  to  the  employee 
relations  area;  the  principles  of  management  and  organization,  personnel 
administration,  public  fiscal  operations  and  labor  relations  techniques;  laws, 
ordinances  and  court  decisions  as  they  relate  to  the  field  of  governmental 
employee  relations. 

Considerable  ability  to:  Direct  the  activities  ana  operations  of  an 
Important  municipal  function;  exercise  sound  judgments  and  make  independent 
analyses  and  recommendations  on  difficult  and  sensitive  employee  relations 
matters;  conduct  high-level  conference  sessions  with  representatives  of 
employee  organizations;  Initiate  and  recommend  policies;  speak  effectively  and 
convincingly;  write  clearly  and  concisely  Including  presenting  technical 
analyses  and  agreements  with  precision;  deal  effectively,  courteously  and 
diplomatically  with  elected  officials,  employees,  employee  organization 
representatives,  department  heads,  professional  and  technical  personnel,  the 
news  media  and  the  general  public. 

NOTE:   This  class  Is  exempt  from  Civil  Service  examination  under  Charter 
Section  3.103 

ADOPTED:   9-18-89 
#4055c 


DOCUMENTS  DEPT. 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 

DEPARTMENT  OF  HUMAN  RESOURCES  NOV  0  4  1999 

1284  EMPLOYEE  RELATIONS  MANAGER,  SAN  FRANCISCO 

SAN  FRANCISCO  COMMUNITY  COLLEGE  DISTRICT         PUBLIC  LIBRARY 

DEFINITION:  Under  general  direction,  functions  as  principal  assistant  and  advisor  to  the 
Director,  Employee  Relations,  San  Francisco  Community  College  District;  represents  the 
Employee  Relations  Division  in  the  absence  of  the  Director;  represents  the  interests  and 
directives  of  the  District,  Chancellor,  Senior  administrators,  and  the  Board  of  Trustees  with 
respect  to  employer-employee  relations;  assists  in  the  administration  of  the  employee  relations 
program  as  it  applies  to  the  Educational  Employment  Relations  Act,  the  California  Education 
Code,  and  applicable  Civil  Service  Rules  of  the  City  and  County  of  San  Francisco;  assists  in 
developing,  planning  and  directing  management's  positions  and  policies  for  inclusion  in 
collective  bargaining  agreements;  as  part  of  the  core  management  team,  participates  in 
negotiations  for  all  collective  bargaining  agreements  with  labor  unions  and  in  meetings  and 
consulting  with  unrepresented  employees. 

DISTINGUISHING  FEATURES:  The  Employee  Relations  Manager,  SFCCD,  is  a 
management  class  with  responsibility  for  formulation  and  implementation  of  the  District's  labor 
relations  program  in  respect  to  its  faculty,  classified  employees,  administrators  and  other 
unrepresented  employees.  This  classification  is  distinguished  from  the  Director,  Employee 
Relations  in  that  the  latter  has  overall  control  and  responsibility  of  the  labor  relations  program 
under  policy  direction  of  the  Chancellor  and  Board  of  Trustees. 

SUPERVISION  EXERCISED:  Supervises  subordinate  professional  and  clerical  staff. 

EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES:  According  to  Civil  Service 
Commission  Rule  9,  the  duties  specified  below  are  representative  of  the  duties  assigned  to  this 
class  and  are  not  intended  to  be  an  inclusive  list. 

1 .  Consults  with  and  assists  the  Director,  Employee  Relations,  in  the  development,  revision  and 
implementation  of  the  District's  employee  relations  policies,  programs  and  procedures  within 
the  scope  of  representation  under  the  Educational  Employment  Relations  Act;  recommends 
policy  or  procedural  direction  in  District's  employee-employer  activities. 

2.  Serves  as  the  coordinator  and  member  of  District  negotiating  teams;  conducts  or  oversees  the 
conducting  of  comparability  surveys  relative  to  matters  of  wages,  hours  and  working 
conditions. 

3.  Provides  expertise  to  all  facets  of  the  District  on  technical  employee  relations  matters;  assists 
in  the  coordination  of  consultations,  meet  and  negotiating  sessions;  prepares  for  and 
participates  on  behalf  of  the  District  in  impasse  procedures  such  as  mediation  and  fact- 
finding, handles  and  advises  District  management  personnel  regarding  grievances. 

4.  Plans,  directs  and  reviews  the  work  of  subordinate  employees  of  the  District  Employee 
Relations  Office. 

5.  In  the  absence  of  the  Director,  represents  the  employee  relations  office  in  meetings  with 
District  employees,  confidential  employees,  supervisors,  managers  and  confidential 
employees  and  the  Board  of  Trustees. 

6.  Selects  arbitrators;  assists  in  the  preparation  of  grievances  for  arbitrators  by  defining  issues, 
interviewing  witnesses,  and  collecting  information.  May  function  as  staff  advocate  in 
complex  hearings  or  arbitrations. 

7.  Keeps  current  on  new  trends,  developments,  court  cases  and  legislation  in  the  labor  relations 
field,  with  particular  expertise  and  emphasis  on  public  sector  labor  relations  matters  and 
issues  arising  in  the  community  college  labor  relations  environment. 
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8.  Interprets  and  explains  provisions  of  District  collective  bargaining  agreements,  the  District 
Policy  Manual  and  Administrative  Regulations  and  Civil  Service  Rules;  provides  advice  and 
training  to  department  heads,  management,  and  supervisory  employees;  participates  in  the 
resolution  of  employee  relations  matters,  supervisory  problems  and  employee  grievances. 

9.  Performs  related  duties  as  required. 

JOB  RELATED  AND  ESSENTIAL  QUALIFICATIONS: 

Knowledge  of:  county,  state  and  federal  laws  relative  to  employer-employee  relations,  with  an 
emphasis  on  the  public  sector;  current  trends  in  employer-employee  relations  including  recent 
court  decisions,  legislation  and  new  developments  and  approaches;  negotiation  techniques  and 
dispute  resolution  principles  and  practices;  salary  administration  and  modern  methods  of  setting 
salary  and  other  compensation;  principles  and  practices  of  public  personnel  management; 
research  methodology,  report  writing  and  basic  statistics;  principles  of  organization  and 
management  applicable  to  the  community  college  environment. 

Skill  and  ability  to:  understand,  interpret  and  apply  appropriate  provisions  of  applicable  laws, 
ordinances,  rules,  regulations,  collective  bargaining  agreements  and  operating  procedures; 
analyze  situations,  select  alternatives,  project  consequences  of  proposed  actions,  and  implement 
recommendations  in  support  of  District's  positions;  negotiate  mutually  satisfactory  agreements; 
facilitate  dispute  resolution;  identify  and  resolve  problems  of  a  sensitive  or  political  nature; 
exercise  independent  judgment  and  initiative;  present  findings,  recommendations  and  policies 
before  college  and  other  public  officials,  the  press,  employees,  employee  representatives  and 
community  groups  in  order  to  gain  concurrence  and  cooperation  through  discussion  and 
persuasion;  communicate  effectively  in  writing,  including  preparing  administrative  and  statistical 
reports;  establish  and  maintain  cooperative  working  relationships  with  officials  and  management, 
employee  representatives,  employees,  departmental  colleagues,  subordinates  and  members  of  the 
public;  plan,  organize  and  coordinate  research  and  statistical  work;  and  supervise  and  coordinate 
resources  and  activities. 

EXPERIENCE  AND  TRAINING  GUIDELINES: 

Possession  of  a  baccalaureate  degree  from  an  accredited  college  or  university,  preferably  with 
major  course  work  in  labor  relations,  human  resources,  personnel,  public  or  business 
administration,  or  a  closely  related  field;  AND 

Five  years  of  human  resources  experience,  which  must  include  at  least  two  years  of 
labor/employee  relations  including  conducting  elections,  unit  assignment  and  modification, 
processing  grievances,  administering  disciplinary  action,  participating  in  meet  and  confer 
obligations  and  arbitration  procecdingsand  negotiations;  OR 

An  equivalent  combination  of  training  and  experience. 

ADOPTED:   10/25/99 
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CLASS  TITLE:   ASSISTANT  GENERAL  MANAGER,  PERSONNEL  CODE:   1288 

CHARACTERISTICS  OF  THE  CLASS: 

Subject  to  administrative  approval,  exercises  over-all  responsibility 
for  classification  and  compensation  activities  including  the  payroll  audit 
function;  exercises  over-all  responsibility  for  administering  the  in- 
service  personnel  programs  including  training,  employee  relations,  employee 
evaluation  and  other  related  in-service  activities;  acts  as  liaison 
officer  between  the  recruitment  and  examination  division  and  other  units 
of  the  organization  to  the  end  that  all  personnel  activities  and  functions 
will  be  co-ordinated;  and  performs  related  duties  as  required. 

Requires  major  responsibility  for:   co-ordinating  and  executing 
policies,  methods  and  procedures  in  connection  with  in-service  training, 
personnel  evaluation,  classification  and  compensation  and  other  activities; 
achieving  considerable  economies  through  efficient  administration  classifi- 
cation and  compensation  programs,  in-service  training  and  employee  evaluation 
activities,  examining  and  recruitment  programs,  and  other  personnel  manage- 
ment activities;  contacts  with  employees,  representatives  of  employee 
organizations  and  groups  and  various  educational  and  training  sources  in 
planning  and  directing  various  programs;  directing  the  preparation  and 
maintenance  of  important  in-service  training,  classification  and  compen- 
sation, and  other  technical  and  specialized  records. 

EXAMPLES  OF  DUTIES: 

1.  Directs  the  over-all  administration  of  a  sound  classification 
and  compensation  plan;  deals  with  specialized  problems  in  connection  with 
position  classification,  salaries  and  wages;  co-ordinates  the  various 
phases  of  examination,  recruitment  and  certification  procedures  with 
other  personnel  functions  of  the  office. 

2.  Exercises  responsibility  for  the  planning,  development,  instal- 
lation and  maintenance  of  in-service  personnel  programs  involving  an  employee 
evaluation  system,  the  establishment  of  individual  performance*  standards 

and  an  over-all  in-service  training  program,, 

3.  Directs  and  supervises  research  programs  necessary  for  establishing 
basic  criteria  and  for  the  validation  and  continual  improvement  of  these 
programs;  supervises  the  maintenance  of  satisfactory  working  relationships 
with  various  operating  agencies  in  formulating,  constructing  and  administering 
different  aspects  of  the  programs „ 

Uo  Directs  the  over-all  administration  of  in-service  activities' 
functions  toward  development  and  maintenance  of  programs  concerned  with 
employee  relations,  discipline,  morale,  safety,  counseling,  leaves  of 
absence,  separation  and  turnover,  medical  examinations,  sick  leaves, 
merit  awards,  suggestion  systems,  grievance  procedures  and  other  employee 
in-service  activities. 

5.  Exercises  responsibility  for  the  preparation  and  review  of  amend- 
ments to  rules  of  the  Civil  Service  Commission  and  for  review  of  all 
legislation  affecting  operations  of  the  Civil  Service  Department. 

6.  As  requested  by  the  General  Manager,  gives  information  concerning 
interpretation  of  regulations  governing  the  operation  of  the  Civil  Service 
Department;  assumes  responsibility  and  acts  in  the  capacity  of  the  General 
Manager  during  his  absence. 


CLASS  TITLE:   ASSISTANT  GENERAL  MANAGER,  PERSONNEL         CODE:   1288 
( Continued) 


MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four- year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  and  personnel  administration,  business  administration, 
economics,  political  science,  psychology  or  a  related  field. 

Requires  at  least  ten  years  of  experience  in  progressively 
responsible  personnel  administration  work  at  least  two  years  of 
which  shall  have  been  in  an  important  supervisory  and  administrative 
capacity;  or  an  equivalent  combination  of  training  and  experience. 

Knowledge,  Abilities  and  Skills:  Requires  a  thorough  theoretical 
and  working  knowledge  of  personnel  administration  techniques; 
applicable  charter  and  ordinance  provisions,  civil  service  rules 
and  regulations. 

Requires  the  exercise  of  initiative,  ingenuity,  independent 
analyses  and  judgment  of  specialized  personnel  administration  and 
practices  applicable  to  classification  and  compensation  activities, 
in-service  training  and  employee  evaluation,  recruitment  and  exam- 
ination procedures. 

Requires  supervisory  ability  in  assuming  charge  of  an  important 
division  of  a  large  personnel  administration  organization  and  in 
developing  and  maintaining  good  employee  and  public  relations. 

PROMOTIVE  LINES: 

To:    1292  General  Manager,  Personnel 

From:   1280  Director  of  Management  and  Employee  Services 
1276  Director  of  Recruitment  and  Examinations 


AMENDED:  2/17/66 
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CLASS  TITLES   GENERAL  MANAGER,  PERSONNEL  CODE:   1292 

CHARACTERISTICS  OP  THE  CLASS: 

Subject  to  the  policy  determination  of  the  civil  service  commis- 
sions! exercises  complete  responsibility  for  the  administration  of  the 
civil  service  department  in  accordance  with  basic  legal  provisions  and 
the  policies <,  rules,  regulations  and  actions  of  the  civil  service  com- 
mission; administers  the  examination  program  including  recruitment  of 
qualified  personnel;  directs  the  maintenance  of  a  sound  classification 
plan  for  all  positions  designated  by  charter  and  the  administration  of 
an  adequate  salary  clan;  is  responsible  for  in-service  training  and  ser- 
vice rating  of  all  employees;  and  performs  related  duties  as  required. 

Requires  major  responsibility  fors  coordinating  and  executing 
all  civil  service  policies9  ac+ions,  rules,  regulations,  methods  and 
procedures?,  achieving  widespread  economies  and/or  preventing  wide- 
spread losses  through  efficient  management  of  civil  service  recruit- 
ment, classification,  examination  and  salary  determinations  which  effect 
the  entire  city  and  county  employment  organization;  making  continuing 
contacts  to  establish  and  maintain  good  employee  and  public  relations, 
frequently  involving  difficult  negotiations;  presentations  and  inter- 
pretation of  policies,  rules  and  regulations;  also  with  administrative 
officials,  representatives  of  employee  groups  and  others  concerned; 
directing  the  preparation  and  maintenance  of  important  detailed  per- 
sonnel and  salary  records  affecting  employees  of  all  departments  and 
institutions  and  for  reviewing  reports  on  specialized  and  technical 
personnel  matters,  drawing  conclusions,  and  making  decisions  or  recom- 
mendations. 

EXAMPLES  OF  DUTIES: 

1.  Acts  as  appointing  officer  for  the  civil  service  commission; 
exercises  responsibility  for  initiating  the  development  of  personnel 
policies  and  making  recommendations  for  amendments  and  improvements, 
as  may  be  indicated, 

2.  Represents  the  commission  and  advocates  its  policies  before     i' 
executive,  legislative  and  judicial  groups;  also9  before  barious  public 
officials,  civic  groups  and  organizations,, 

3<>  Directs  the  activities  of  all  personnel  in  the  civil  service 
department  including  their  apnointment,  discipline  and  removalo 

4„  Prepares  annual  budget  estimates  for  the  department,  including 
work  programs „ 

5.  Directs  the  operations  of  the  department  to  assure  highest 
efficiency  and  best  performance,  including  the  purchase  and  use  of 
modern  machines  and  equipment  and  the  application  of  modern  techniques 
to  recruitment,  examining  and  related  record  maintenance  procedures, 

6*  Directs  and  participates  in  the  preparation  of  contractual 
agreements  related  to  the  evaluation  of  services  performed  by  the 
civil  service  department  as  well  as  any  other  matters  subject  to  con- 
tractual arrangements o 
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(continued) 

7o  Directs  and  participates  in  the  preparation  of  proposed  legislat- 
ion relating  to  personnel  matters  and  its  submission  to  the  legislative 
body  for  consideration  and  action;  assumes  responsibilities  of  the  sec- 
retary of  the  civil  service  commission,, 

80  Directs  the  development  and  maintenance  of  a  sound  classific- 
ation plan  for  all  positions  in  the  classified  service  and  is  respon- 
sible for  the  administration  of  an  appropriate  salary  plan  based  on  the 
compilations,  recording  and  approval  of  salary  and  wage  data;  directs  the 
administration  of  the  examination  program  including  the  recruitment  of 
qualified  personnel,  and  establishment  of  standards  of  education  and 
experience, 

9»  Directs  and  supervises  in-service  activities,  including  service 
rating,  in-service  training,  discipline,  safety  and  other  modern  personnel 
techniques. 

10«  Directs  and  supervises  activities  relating  to  the  notification 
and  certification  of  eligibles  on  civil  service  lists. 

11.  Supervises  and  is  responsible  for  the  auditing  and  approval 
of  all  department  timerolls  to  determine  their  conformity  with  charter 
provisions,  civil  service  commission  regulations  and  other  legal  require- 
ments. 

12.  Subject  to  approval  of  the  civil  service  commission,  exercises 
responsibility  for  the  determination  of  status  rights  of  employees  who 
may  be  taken  into  the  civil  service  system  by  charter  amendment  or  as  a 
result  of  classification  surveys  or  individual  classification  studies. 

MINIMUM  QUALIFICATIONS: 

Training  and  Experience:  Requires  completion  of  a  four  year 
college  or  university  with  a  baccalaureate  degree,  with  major  course 
work  in  public  and  -<?r.;onnel  administration,  business  administration, 
economics ,  political  science,  psychology  or  a  related  field. 

Requires  at  least  twelve  years  of  experience  in  progressively  re- 
sonsible  personnel  administration  work,  at  least  five  years  of  which 
shall  have  been  in  an  important  administrative  or  supervisory  capacity, 
or  an  equivalent  combination  of  training  and  experience. 

Knowledge.  Abilities  and  Skills:  Requires  comprehensiv<  technical 
and  working  knowledge  of:   personnel  administration  techniques,  organ- 
ization and  management  problems  and  the  exercise  of  exceptional  initiat 
ive,  ingenuity,  independent  analyses  and  judgment  of  highly  specialized 
civil  service  and  personnel  matters  and  problems;  applicable  charters 
and  ordinance  provisions;  considerable  knowledge  of:  budgetary  procedure. 

'iires  demonstrated  administrative,  organizational  and  super- 
visorial ability  to  organize  and  direct  all  activities  of  a  large  depart- 

of  personnel  admini         1       ability  to  develop  and  maintain 
good  'ii.nloyee  ar  -        relations. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

1293  Human  Resources  Director 

Definition; 

Pursuant  to  charter  authority  and  in  accordance  with  policies,  rules  and  procedures  of  the  Civil 
Service  Commission  governing  the  merit  system,  exercises  complete  responsibility  for  the 
administration  of  a  merit  system  and  human  resources  program  for  the  City  and  County  of  San 
Francisco,  including  recruitment  and  selection,  classification,  certification,  EEO  complaint 
investigations,  Affirmative  Action,  employee  and  management  training,  information  systems, 
compensation,  employee/labor  relations,  workers'  compensation,  health  services  and  benefits 
administration,  occupational  health  and  safety  programs,  budget  development  and 
implementation,  human  resources  management,  and  other  related  programs. 

Distinguishing  Features: 

By  authority  of  Charter  Section  10.103,  this  appointive  position,  nominated  by  the  Civil  Service 
Commission  and  confirmed  by  the  Board  of  Supervisors,  reports  to  the  Mayor  and  is  responsible 
for  administering  the  City's  personnel  merit  system  and  human  resource  program.  This  class  is 
distinguished  from  departmental  directors  by  its  responsibility  for  establishing  city-wide  human 
resources  policies  and  procedures,  enforcing  civil  service  policies  and  rules,  local,  state  and 
federal  legislation  and  other  applicable  laws  and  regulations.  It  is  further  distinguished  from 
other  personnel  directors  by  its  responsibility  for  managing  the  staff  of  the  Human  Resources 
Department  and  administering  the  city's  personnel  program  through  Departmental  Personnel 
Officers. 

Supervision  Exercised: 

This  position  directly  supervises  departmental  division  managers. 

Examples  of  Important  and  Essential  Duties: 

"The  class  specification  shall  be  descriptive  of  the  class  and  shall  not  be  considered  as  a 
restriction  on  the  assignment  of  duties  not  specifically  listed."  (CSC  Rule  9) 

1 .    Plans,  coordinates,  directs  and  evaluates  the  overall  activities  of  the  Human  Resources 
Department;  initiates  the  development  and  implementation  of  programs  which  involves  all  facets 
of  personnel  activities;  promotes  effective  and  efficient  management  through  personnel 
programs;  directs  the  preparation  of  reports  and  reviews  staff  findings  and  recommendations  for 
program  improvements;  conducts  needs  assessment  and  monitors  human  resource  programs; 
consults  with  department  managers  on  matters  of  interpretation  of  policy,  procedures,  charter 
provisions,  ordinances  and  Civil  Service  Commission  rules. 


1293  Human  Resources  Director 
Examples  of  Important  and  Essential  Duties:  (cont) 

2.  Formulates  and  administers  official  policies  and  procedures  for  the  operation  of  a  merit 
system  and  management  of  a  human  resources  program;  recommends  changes  to  existing  civil 
service  rules  and  regulations;  addresses  various  groups  on  matters  related  to  merit  system 
problems  and  issues;  presents  annual  status  reports  to  the  Mayor's  Office  and  to  the  Board  of 
Supervisors;  directs  the  formulation  and  administration  of  the  departments'  budget  and 
expenditure  transactions,  including  fiscal  analyses  and  cost  projections;  identifies  operational 
problems  and  formulates  appropriate  solutions. 

3.  Directs  the  maintenance  of  personnel  records,  personnel  transactions,  applications, 
examinations,  eligibility  certifications,  appointments,  promotions,  transfers,  resignations, 
terminations  and  layoffs;  directs,  through  subordinate  managers,  in-service  training  programs  for 
employee  and  management  development,  and  employee  work  performance  and  evaluation. 

4.  Ensures  that  department  heads  are  provided  with  expert  guidance  and  technical  assistance  in 
administering  programs  in  areas  of  recruitment,  selection,  classification,  compensation, 
affirmative  action,  EEO  complaints,  training,  information  systems  and  general  human  resource 
management;  provides  a  procedure  for  labor  negotiations  and  employee/management  conflict 
resolution. 

5.  Directs,  through  subordinate  managers,  a  city-wide  employee  health  system,  workers' 
compensation  benefits,  occupational  health  and  safety  programs,  vocational  rehabilitation,  health 
prevention  and  wellness  programs. 

6.  Represents  the  department  at  meetings  before  the  Civil  Service  Commission.  Board  of 
Supervisors,  legislative  bodies  or  special  committees;  maintains  effective  working  relationships 
with  members  of  community  groups,  agencies,  labor  organizations,  staff  and  the  media. 

Job-related  and  Essential  Qualifications: 

Knowledge  of:  thorough  knowledge  of  principles,  practices  and  concepts  of  public  personnel 
administration;  considerable  knowledge  of  principles  and  techniques  of  organizational 
development  and  management,  including  governmental  operations,  budget  and  fiscal 
administration,  civil  service  rules  and  regulations,  city  charter  provisions,  ordinances,  local,  state 
and  federal  laws;  knowledge  of  policy  development  and  implementation. 

Ability  to:  effectively  manage  complex  human  resources  programs  and  related  activities; 
formulate,  develop  and  implement  management  systems  and  organizational  programs;  exctcisc 
judgmenl  and  discretion  in  applying  and  interpreting  laws,  charter  pro\  Isions,  rules,  regulations, 
policies  and  procedures;  communicate  with  tact,  skill  and  diplomacy  when  engaging  in  difficult 
and  sensitive  problem  solving  and  issues  with  officials,  department  managers,  labor 
organizations,  employees,  agencies  and  community  groups;  communicate  effectively  in  writing 
and  orally  in  a  clear,  logical  and  concise  manner. 


1293  Human  Resources  Director 


Experience  and  Training  Guidelines: 

Any  combination  equivalent  to  experience  and  training  that  would  provide  the  required 
knowledge,  skills,  and  abilities  would  be  qualifying.  A  typical  way  to  obtain  the  knowledge, 
skills  and  abilities  would  be: 

Experience:  Shall  possess  not  less  than  ten  years  professional  experience  in  personnel, 
human  resources  management,  labor  or  employee  relations  at  least  five  years  of  which  must  be  in 
federal,  state  or  local  governmental  personnel  management  and  such  other  qualifications  as 
determined  by  the  Civil  Service  Commission. 

License  or  Certificate:  Possession  of  a  valid  drivers  license. 

Special  Requirements:  Essential  duties  require  the  following  physical  skills  and 
environment:  ability  to  work  in  a  standard  office  environment. 


Note:  This  class  is  exempt  from  Civil  Service  examination  by  Charter  Sections  10.103  and 
10.104(6). 


ADOPTED:         AUGUST  27,    1996 
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